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BASIC EDITING 

This first part will cover the basics of editing your site. Please make sure you have the site URL and your 
user name and password from your Project Manager 

LOGGING IN 



Go to your website URL and click the MEMBER LOGIN link in the UPPER RIGHT. You can also add 
/cmslogin.aspx to the end of your site URL and it will take you to the below log in screen. 






WtL 



In today's world, new members don't find their way i nto your synagogue just by walki ng through the 
door. And existing members need ongoing reasons to stay connected and involved. When it comes to 
nurturing and building our Jewish communities, the virtual door has become just as important as the 
physical one and it's up to us to open it. At Jvillage Network, our mission is simple: to help you 
connect engage and grow your community through a vibrant interactive website_ 



g Events 




Whatever your level of technical expertise, our affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host more than 100 member websites and we look forward to helping you create a vibrant 
online community. 




You can also view Video #1 on our Training Video page. 
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Log in using your username and password. You should have received these from your JVillage 
project manager, or your organizations site manager. 



j'v/illac 
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In today's world new 
door. And existing m 
nurturing and building 
physical one and ifs 
connect engage and 



Calendar I Donations I Member Login 



Please enter your username and password below. 



User Name: 



Password: 



Whatever your level of technical expertise, our affordable and easy-to-use tools enable vou to optimize 
your website to serve vour membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host more than 1 00 member websites and we look forward to helping vou create a vibrant 
online community 
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After Logging in, you'll see an added menu item in the UPPER RIGHT called Work Area. You may 
also notice little grey buttons next to your content. 



1 NETWORK 



1* 




In today's world, new members don't find their way into your synagogue just by walking through the 
door_ And existing members need ongoing reasons to stay connected and involved. When it comes to 
nurturing and building our Jewish communities, the virtual door has became just as important as thi 
physical one and it's up to us to open it. At Jvi Hag e Network, our mission is simple: to help you 
connect, engage and grow your community through a vibrant interactive website. 



Whatever your level of technical expertise, our affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host more than 100 member websites and we look forward to helping you create a vibrant 
online community 
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SIMPLE TEXT EDIT 



After logging as per STEP ONE, go back to your regular site and find the page you wish to edit. 



Calendar | Donations | Member Logout | My Profile | Work a re a 



MllPiei<? 



Wdl 



WMt... 

In todays world, new members don't find their way into your synagogue just by walking through the 
door. And existing members need ongoing reasons to stay connected and involved. When it comes to 
nurturing and building our Jewish communities, the virtual door has become just as important as the 
physical one and it's up to us to open it. At Jvillage Network, our mission is simple: to help you 
connect, engage and grow your community through a vibrant interactive website. 




Whatever your level of technical expertise, our affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host more than 100 member websites and we look forward to helping you create a vibrant 
online community. 




You'll notice small grey dots next to the text blocks. Click on the dot nearest the block you want to 
edit. 



Calendar | Donations | Member Logout | My Profile | Workarea 



/v/i|Ict<=<» 




In today's world, new members don't find their way into your synagogue just by walking through the 
door And existing members need ongoing reasons to stay connected and involved. When it comes to 
nurturing and building our Jewish communities, the virtual door has become just as important as the 
physical one and it's up to us to open it. At Jvillage Network, our mission is simple: to help you 
connect, engage and grow your community through a vi brant i nteractive website. 



Whatever your level of technical expertise, our affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host mare than 1 00 member websites and we look forward to helping you create a vibrant 
online community. 





You can also view Videos #3 and #4 on our Training Video page. 
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It should bring up a small menu if options, the first of which is EDIT IN CONTEXT 











Calendar I Donations I 


fl&mber Logout 1 My Profile I Worharea 






Search ^% 










1 

In 
dc 


y Edit In Context 

^Edit 

i_J View History 


members don't find their way into your synagogue just by walking through the 
embers need ongoing reasons to stay connected and involved. When it comes to 
3 our Jewish communities, the virtual door has become just as important as the 




^Events fl?BB> 




Delete 


11! 


|g- Add Task 






B Properties 
lijii View Page Activity 
'^Workarea 


up to us to open. it. At Jvillage Network, our mission is simple: to help you 
1 grow your community through a vibrant interactive website. 




► Inlra 


^. Logout 




Whatever your level af technical expertise, cur affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 100% focused on serving Jewish 
organizations, so our websites, unique content and online solutions are designed with you in mind. We 
currently host more than 1 00 member websites and we look forward to helpi ng you create a vi brant 
online community. 







Clicking that will bring up a small in screen menu, and allow you to edit the text right on the page. 



Calendar | Donations I Member Logout I My Profile | Workarea 
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me... 



In today's world, new members don't find their way into your synagogue just by walki ng through the 
door. And existing members need ongoing reasons to stay connected and invoked . When it comes 
to nurturing and building our Jewish communities, the virtual door has become just as important as 
the physical one and it's up to us to open it. At Jyjaps Network, our mission is simple: to help you 
connect, engage and grow your community through a vibrant interactive website . 





v2 

The menu has eight options, but if you are just looking to change text, simply type your changes, 
and then click the first icon (the small diskette) to SAVE your changes and exit. 



Calendar I Donations I Member Logout I My Prone I Worharea 



frr-k 




IB 



Welc 




me... 



In today's world, new members don't find thei r way into your synagogue just by walki ng through the 
door. And existing members need ongoing reasons to stay connected and involved . When it comes 
to nurturing and building our Jewish communities, the virtual door has become just as important as 
the physical one and it's up to us to open it. At Jyjljftgg Network, our mission is simple: to help you 
connect, engage and grow your community through a vibrant interactive website . 
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FRONT END vs. BACK END EDITORS 

Our CMS platform offers two distinct ways to access and edit your content. One is the simple "front 
end" way that we've already seen, the other is slightly more robust in its editing options. We're 
now going to go through the options the second or "backend" editor has. 



To access the backend editor, after logging in, click the WORK AREA button 



MIIctcc? 




Wtlc 



dmt... 

In today's worfd, new members don't find their way into your synagogue just by walking through the 
door. And existing members need ongoing reasons to stay connected and involved. When it comes to 
nurturing and building our Jewish communities, the virtual door has become just as important as the 
physical one and it's up to us to open it. At Jvillage Network, our mission is simple: to help you 
connect engage and grow your community through a vibrant interactive website. 




Whatever your level of technical expertise, our affordable and easy-to-use tools enable you to optimize 
your website to serve your membership needs. We are 1 00% focused on serving Jewish 
organizations, so ourwebsites, unique content and online solutions are designed with you in mind. We 
currently host more than 100 member websites and we look forward to helping you create a vibrant 
online community. 



g) Events | 




This will bring us to this screen 



L..M.IAUU,ti,J'.UIA., 



CMS 

Version: 8.(10 SPUBuiltl B.aH.11K) 



Content Library Settings Reports Help 



There are no- tabs created for your Desktop. To create one, click the down arrow in the upper tight corner, then select Add Tab. 
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Click the content button in the upper right 




II unreid messages 

2| Content Library Settings Reports help 




There are no tab* created for your Desktop. To create one, click the down arrow in the upper right corner, then telect Add Tab. 




You can also view Video #2 on our Training page. 
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This brings us to our main editing area where we'll be doing most of our work 



efclroti uimieau messages 

cm$ loia WP m iSSt* m ^^^ m * 

Vmnn.B.oosPitBuMB.o.a.ny V I*"*** ilii M Ubrav * Se[lil| 9B Reports Help 


H © Folders 

i_i eN ews Letter 

SJU Global Content 
BBS Marketplace 


Title Language ID Status Date Modified Last Editor 


i Taxonomies 


l Col Lections 


► Mentis 



To the left you'll see your pages as folders, laid out in the order they are in your menu. 



I CM5400 Wcrkc-ea fcr ioh"-.cob. ■'-■%-'.• :i'Ai gen; :■,>.■ 3 rk.cc-m - McifNa Fir=-c>: 




1":: :t: :i!:->;i'i.;'. :\r-:~.^ -■:■■> -;■■=: : :\f ^i?, '.-:;:■. 'it*;: ~ :::=s=ivl : l : 

CMS 

Version: 3 Of SP1(BuilitB.B.1.a87} 



3 © FoLders 
Bl^ Website 

BIS About Us 

l_j About Us Images 

i_i Leadership 

i_i News and Amour 

Ell_i Slogs 

B_ Community 
l_j Committees 
'-\ Tikkun Qlam 
ilj Donate 

SlL: Home 

Blz 1 Learning 

l_i Adult Education 
H Camps 
LJ Family 
l_i Library 
_i Overview 
i_j Reli-gious SchooL 
_. Shop 

O i i Sitewide 

i_i VoLunteer 

IS Worship 
BU Shared Content 




Status Date Modified 
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You'll see the pages listed under that navigation, and icons to the right that indicate what type of 
object it is, right now we only want to focus on HTML objects, which is what the basic content areas 
are. 



CMS 

Version: S.01 SPIfBuild BrQ.1.BB7) 




it FoLders 
- 
aii^7 About us 

'_! About Us Images 
i_! Leadership 
i_j News and AnnoLnc 
Hj_i Blogs 
ML7 Community 

Hi Committees 
I_! Tikkun QLani 
U Donate 
ai_! Home 
aS Learning 

i_i AduLt Education 
l_! Camps 
l_i Family 
l_l Library 
ESI Overview 
]_' Religious School 
i_i Shop 
EBi_i Sitewide 
l_i Volunteer 
Hj_i Worship 
SJi_i Shared Content 



mmammu!<.mi.Mmm 



l-J-auit Learning Opportunity s 

-Q Programs ancjAst Events Updates 

■gjTorah Study J 




Library Settings Reports Help 



4 HTML Content 

• HTI.IL dKilt 

HTriJ^H 



" 





Language 


ID 


Status 


Dale Modified 












ent 


m 


8589934740 


- 


6/25/2010 2:49:19 PM 


CoOurn 


John 


ent 


m 


8589934742 


A 


6/25/20102:51:27 PM 


CoDum 


John 


K 


m 


8589934741 


A 


6/25/2010 2:50:11 PM 


Co bum 


John 



Click on one of the HTML items and you'll be brought to this screen. Click the little sheet of paper 
icon in the upper left to edit. 
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CMS 

Version: &.01 SPrtBuild S.0.1.DB7) 


B © Fo-lde 


rs 


- 




His 


About Us 




!_■ About Us Images 




l_i Leadership 




l_i News and Annaun 


S|_j 


BlDgS 


Bb 


Community 




i_i Committees 




l_! Tikkun Qlam 


l_l 


Q on ate 


Hl_i 


Home 


am 


Learning 
O AduLt Education 




'_ Camps 
i_i Family 

i_i Library 




i_i Overview 




>_■ Religious School 


bo 


Shop 
Sitewide 


i_ 


Volunteer 


aD 


Worship 


11 U Si- 


ared Content 



MjanujiniEffirafflMai 




d messages 



Desktop jjg jjh| Lib-ran 1 SGtilngs Reports Help 



■;-~t-:; ': :,:;-■ » 



Summary Metadata Alias Comment Tasks 



arning : Adult Education 

lult Learning Opportunities 



Adult education programs are offered for members who wish to expand their knowledge of Het 
rabbis or members, or by visiting rabbis or other outside experts. 



:urrent events, and Torah, Progra 



may be led by the Congregation's 



Social and cultural programs at nclude concerts, festivals, and group theater outings. Senior programs are held monthly in 

social hall and focus on the arts, history, and current events. If you are interested in joining the Adult Education Committee, 
committee page. 



Here the page is loaded and ready to edit! Just like in the front end editor, you can type below and 
add or remove text. There are a lot of options on the top tool bar, so let's look through them one by 
one. 



CMS 

Version: $.01 SPHBuito S.0.1.DB7) 



Tills: AdultLearning Oppcrtunrtes 



J Summary Metadata Alias Schedule Comment Templates 



SSI * !d JS i» ug mi-- 1 • ■■• ■ W I H> * A P a 41 s © ■ 
a - — : A A =- t a a a a a a ffl 



\i a ■* I x" x, 1 1= s= 



iBj.ii.n.1.— Aiiiij-miiimia 

Adult Learning Opportunities 

Adult education programs are offered for members who wish to expand their knowledge of Hebrew, Judaism, current events, ai 
the Congregation's rabbis or members, or by visiting rabbis or other outside experts. 



Social and cultural programs at include concerts, festivals, and group theater outings. Senior programs are held monthly 

In iWK „, social hall and focus on the arts r history, and current events. If you are interested in joining the Adult Education 

Committee, see their committee page. 



• <> 3 
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Here's the tool bar by itself, there's a lot of options, but you'll mainly find yourself using only a 
select few. 

»aQa*afi «|*> - p -I9li> tfc & ! Q 41 .it © - B r lB flw,lTS, * ,e ~ hl ~\^z- s. -4±\x- *.\\= ■- ir m w m m m 

The first few are easy enough 

o 1 a ^caisoi « 1 -^ ' ?• - 1 

Starting from the right, there's SELECT ALL, CUT and COPY. These are standard text editor options. 
The next three are PASTE, PASTE FROM WORD and PASTE FROM TEXT. It's important to use the 
right function to import your text so that any extraneous programming isn't imported to wreak 
havoc on your page. A program like Microsoft Word, for example, has a lot of formatting code that 
isn't compatible with any CMS (content management system), so using PASTE FROM WORD will 
only preserve the formatting that works on your website. 

After that there's FIND AND REPLACE, UNDO and REDO, again all fairly standard text editing tools. 



I?lfr ft ft I Q4l^i©-i 

Our next tools are SPELL CHECK, which is self explanatory, BOOKMARKS WHICH NEED TO BE 
FIGURED OUT, your LINKING TOOL (hyperlinks) for linking to other pages on and off your website 
and documents (more on that below) an UNLINKING TOOL for removing those links, your LIBRARY 
which you will use to insert images (more on that below). A WIKILINK tool for adding links to 
Wikipedia, and a TRANSLATE button. Then we have a HORIZONTAL RULE button for adding black 
dividers. There's a SPECIAL SYMBOL button followed by a button to validate code. 

U Apply Style ▼ h 1 ▼ | 

These two boxes apply a programmed style to highlighted text. You'll mostly be using the one on 
the right that has your page header styles pre-programmed in as hl,h2 and so on. 

B I U -A-|x ! x : |jE |E J^|ff 1 1 1 i 

The next crop are very common text editing tools, BOLD, ITALICIZE, UNDERLINE, STRIKE 
THROUGH, SUPER SCRIPT, SUB SCRIPT, NUMBERED LIST, BULLET POINTS, OUT DENT, IN DENT, 
ALIGN RIGHT, ALIGN CENTER, ALIGHN LEFT, COLUMN and REMOVE ALIGNMENT. 

I E - H =•*" X A ^ t =3 ^ =fl !3 3 a E3 
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The bottom row all deal with inserting and editing tables in to your content. There's INSERT 
TABLE, ADD ROW ABOVE, ADD ROW BELOW, ADD COLUMN TO THE LEFT, ADD COLUMN TO THE 
LEFT, ADD COLUMN TO THE RIGHT, REMOVE ROW, REMOVE COLUMN, DELETE CELL, MERGE 
CELLS HORIZONTALLY, MERGE CELLS VERTICALLY, SET TABLE PROPERTIES, SET CELL 
PROPERTIES, and SHOW BORDER 

Let's start looking at the most common functions you'll be using. 
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ADDING A LINK 




When you need to add a link to a webpage on your site, another site, or link to a document for 
download, this is your tool. Start by highlighting the text you want linked, then clicking this button. 




URL: 



http:// 

Existing Bookmark: 



None ▼ or# 
Link Text: 



Visit us! 
Type: 



http: 
Target: 



Tooltip: 



Visit us! 
Style: 



No Class 



Target 



OK 


Cancel 



This screen should pop up! It might seem like there's a lot to do here, but we'll only be using a few 
specific areas for each type of link. Let's start with adding a link to another page on your own site. 
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ADDING A LINK TO A PAGE ON YOUR SITE 




URL: 



http:// 

Existing Bookmark: 
None ▼ or# 
Link Text: 



Visit us! 
Type: 



http: 
Target: 



Tooltip: 



Visit us! 
Style: 



No Class 




Target 



OK Cancel 



Click the browse button and it will open up another window 
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CME400 Library Forjohn.coburn%40jvillagenetwork.com 



© Library 
- 

ELJ About Us 
S)l_l Blogs 
B liz? Community 
EJ Committees 
□ Tikkun Olam 
l_l Donate 
Bt 1 Home 

(_J Home Images^ 
Bb Learning 

l_J Adult Education 
El Camps 
l_J Family 
C2 Library 
l_J Overview 
i_J Religious School 
Shop 
El_j Site wide 
l_l Volunteer 
El_l Worship 
E) I _j Shared Content 



Library Folder: "Adult Educationtquicklinks" 



l-i Quicklinks t English (U.S.} 

Title 

Adult Learning Opp 
article. aspx?id 

Programs and Pa 
article. aspx?id= 

To rah Study 

article. aspx?id= 




Language 



Date modified 



Updates 
34742 

34741 



Find the page you want to link to in the folder tree on the left, and click it. When it's open, make 
sure the drop down menu up top is set to quicklinks. 



19 



JmII^c 



v2 



CMS400 Library Forjohn.coburn%40jvillagenetwork.com 



€il Library 

BE? congetzchaim.org 
BD About Us 
BU Blogs 
BE? Community 
L~J Committees 
EJ Tikkun Olam 
L~J Donate 
BE? Home 

[2 Home Images 
BE? Learning 

LJ Adult Education 
Q Camps 

I l Family 

E2 Library 
LJ Overview 

I l Religious School 

E2 Shop 
B |_| Sitewide 
l_J Volunteer 

B i i Worship 

Bl_i Shared Content 



Library Folder: "Adult Educatic-n'.quicklinks 



J ri Quicklinks ■> English (U.S.) 




Language 



Date modifie 



rning Opportunites 
aspx?id=8589934740 

s and Past Events 
e.aspx?id=858993474: 

e.aspx?id=8589934 




Once you've chosen your page to link to, it will highlight yellow, then just click the insert icon up 
top. 
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Hyperlink Manager 



/ Hyperlink 



URL: 
/WorkArea/linkitaspx?Linkldentifier=id&ltem 

Existing Bookmark; 

None ▼ or# 

Link Text: 

Visit us! 
Type: 




http: 
Target: 



_self 
Tooltip: 



Visit us! 
Style: 



No Class 



Target 




OK 




You'll see that the previously blank top field now has a file path to the page you selected. Also make 
sure to select the target as self, since we're staying on the same site and don't need to view the 
content in another open window. Click the OK button! 
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LINKING TO A PAGE OFF YOUR SITE 

Let's say you now need to link to an outside page, like a news article. Let's say it's an article on 
CNN.com. Just like before, we're going to highlight the text we want to link. 



Hyperlink Manager 



URL: 



http://www.cnn.eom/2010/TECH/innovation/0 ' 
Existing Bookmark: 




None ▼ or# 


Link Text: 


about the meaning 


Type: 






http: 
Target: 




_blank 


Target 


■w 



Tooltip: 




about the meaning 

Style: 

No Class t 



OK 



Cancel 



Now simply type or paste the link in to the first field, and select New Window from the target drop 
down, and click OK! That text you highlighted now links to that off site item, and will open it in a 
new window. 
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LINKING TO A DOCUMENT 



Let's say you'd like to link to a document, so that anyone coming to your site can download it from a 
link. 

First, as with the last two, highlight the text you want, then click the link tool then click the browse 
button 





Hyperlink Manager 




X 




/ Hyperlink \^E 9l 


URL: 


http:// 




... 


Existing Bookmark: 




A 


None » or# 




Link Text: 




bookfrom the collection. 




t 


Type: 

http: 

Target: 






rarget 


'1 


Tooltip: 




& 


bookfrom the collection. 




Style: 

No Class ■» 








Cancel 






OK 








1 -». 



This will bring you to the same window, we've seen before. 
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CMS40Q Library For john.coburn%40jvillagenetv\ 



© Library 

- 

S LJ About Us 
El_l Blogs 
Blj Communis 
LJ Donate 

SI I Home 

Bt? Learning 

l_i Adult Education 
l_i Camps 
l_) Family 
31 Library 
l_l Overview 
LJ Religious School 
Si shop 
+ Site wide 
L_l Volunteer 
EQ Worship 
BE? Shared Content 

I l Announcements 

Q|£? Calendars 

[3 Jewish Holidays 
i_ji Torah Portions 



Library Folder: "Family'.files' 



SG 1, Files „,AII 



Title 

Lorem 

uploadedFiles/ 



t 



ID 
8589934 



'Learning/Family/Lorem ipsum dolorsitamet.doc 



' 



Now you would go in to the folder that holds the content, making sure the top menu is set to files. 
Double click the file when you find it. 
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Hyperlink Manager 



/ Hyperlink 



URL: 



/uploadedFiles,' 
Existing Bookmark: 
None ▼ or# 
Link Text: 



/Leaming/I 



bookfromthe collection. 
Type: 



http: 
Target: 



Target 



Tooltip: 



bookfromthe collection. 

Style: 

No Class T 




OK Cancel 



Click the OK button and now the text links to the document! 
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ADDING A PHOTO TO YOUR TEXT 

If you want to add a single static photo to help liven up your text, your first step is to make sure the 
photo is roughly the correct size and resolution. Your project manager will discuss basic photo 
editing. You can also view our Videos #5, 6, 7 on our Training Page. 

Open the page you'd like to add the photo too in the editor, and put your curser where you want the 
photo places on the page. Then click the library icon in the tool bar. 



CMS 

Veixion: S.61 SPKBuild 8.0.1.OB7) 

'■-'• ■' ■■'■'■■' -'^- ~ 

■-■ -■'■ U -' ° 



ktop ^ gj Librae Settings 



Repons Help 



i= j, -j ca * SB < 
a- 



first Grade 



a I ■> - ■- - 1 ?H tfr ft ft 1 Q< 
L3 ■£ 



B I u -A- 1 x 3 x. 



! A A 



Creation Family Program: Each fall, the first-graders and their parents spend part of the morning learning together about the creation story. This [s the 

kick-off to the Shabbat unit learned in class. Parents spend time learning together with the educator to begin the program. Later, the children join with their 

parents to discuss the different days of creation and make "Creation" booklets. 

Shabbat Family Dinners: As a culmination to the Shabbat unit, families are divided into groups and each group has a Shabbat dinner in the home of one of 

the families. It has become a nice way for families to meet others from their area. 

Parent Connection: During the year the children take out books from a class library to read at home with their parents. Beginning in January, each family fs 

assigned a week to come in and make a presentation about a book from the collection. 

Second Grade 

The Mamas and the Papas: This family program parallels the curriculum and comes when the students are learning about Jacob. The first part of the program 
Is for the parents, who engage in some Torah study with the educator. Following this, the parents and children do some interactive activities while reinforcing 
their learning about the Patriarchs and Matriarchs. Each family then makes a book about these ancestors. Families also get their picture taken in "biblical 
garb" and have a chance to taste foods mentioned in the bible. 

Grades 3-7 

Each school year there Is a program for all students in grades 3 through 7 and their parents. In spring 2006, at "The Power of One" program, some of our own 
students and adult members of our congregation, as well as people from outside our Etz Chaim family, spoke about special things they had done that really 
made a difference in the world. In fall 2006, families will explore the contents of each of the books of the Torah at the "Etz Chaim, Tree of Life" program. 

Third Grade _^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^_ 

/ <> -9 



This will bring up your library where your content, documents and images are stored. If you've 
already uploaded the image, it will be in its folder. 
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mmmam 



Q Library 

Qlo conge1zchaim.org 
Ei_j About Us 
Ei_j Blogs 
B._ Community 
l'_j Committees 
i_j Tikkun Olam 
l_i Donate 
Q iiz: Home 

l_i Home Images 
Q|o Learning 

i_i Adult Education 
l_j Camps 
l"_l Family 
l_j Library 
f_l Overview 

II i Religious School 

i_i Shop 
IB |_j Sitewide 

I i Volunteer 

03 1_| Worship 
ai_i Shared Content 



Library Folder "Campsiimages" 



a Images -, All 



Title 

EtzChaimSummerCamp [uploadedlmages/congetzchaimorg/LeamingJCampsj'EtzChaimSummi 



ral 




If you haven't uploaded the image yet, click the Add Library button 
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mmmmm 



Q Library 

Qlo conge1zchaim.org 
Ei_j About Us 
Ei_j Blogs 
B._' Community 
f_l Committees 
i_j Tikkun Olam 
l_i Donate 
Q iiz: Home 

l_i Home Images 
Q|o Learning 

i_i Adult Education 
l_j Camps 
l"_l Family 
l_j Library 
f_l Overview 

II i Religious School 

i_i Shop 
IB |_j Sitewide 

I i Volunteer 

03 1_| Worship 
ai_i Shared Content 



Library Folder "Campsiimages" 



J, Images -, All 



ummerCamp [uploadedlmages/congetzchaimorg/LeamingJCampsyEtzChaimSummi 




«c 



And browse for your picture like you would any other file. 
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CMS 

Version: 8.01 SPKBtiittf 8.0.1.087} 

UMUMmuum 

Q . 



Library Settings Rations Help 



Summary Metadata 

« 4 «6 » ■ -) - - 



5 



First Grade 

Creation Family Program: Each 
kick-off to the Shabbat unit learner 
parents to discuss the different da 1 
Shabbat Family Dinners: As a culrr 
the families. It has become a nice 
Parent Connection: During the yea 
assigned a week to come in and m 



Second Grade 

The Mamas and the Papas: This fs 
Is for the parents, who engage In s 
their learning about the Patriarchs 

garb" and have a chance to taste fi 

Grades 3-7 

Each school year there is a progran 
students and adult members of our 
made a difference in the world. In 



Third Grade 
/ <> $ 




€i Library 

BL-- congetzcnaim.org 
EBi_i About Us 
ELI Slogs 
B.E Community 
IS Committees 
i_j TiKKun Qlam 
Qj Donate 
Si Home 

i_j Home Images 
at Learning 

i_i Adult Education 

i_j Family 
|_j Library 

l_i Overview 



Description: | A ^ (& [& fljft *) - 1* -F 
S- *s «? ,Si & — , 



i_j Religious 

hi shop 

Bi_i Sitewide 
£3 Volunteer 
S|_l Worship 
_i Shared Content 



S ■:.!■■■:■ oi 




tion story. This is the 
the children join with their 



ler in the home of one of 
in January, each family is 



he first part of the program 

i activities while reinforcing 
cture taken in "biblical 



program, some of our own 
they had done that really 
, Tree of Life" program. 



Once you've got the picture file you want in your library, double click it to add it to the page! Use 
the text alignment buttons to move it, and save when you're done! 
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ADDING A PAGE TO YOUR SITE 



First, Log in to your back end editor and get to your content area. 



Create a folder in the folder hierarchy where you want your content to show up 



CMS 

Veixion: B.()f SPIfBuild B.a. f,0&7) 



H © Folders 
Si_- 

Ej_J Abo 



it Us 



ffli_i Slogs 
SL_i Community 

l_i Donate 
fflU Home 
Slz" Learning 

i_j Adult Education 
l_! Camps 
l_i Family 
l_i Library 
_i ReligioL 
U Test 
i_! Shop 
Ei_j Sitewide 
!_i Volunteer 
Hi_i Worship 
Ei Li Shared Content 



unread messages 
if Library Settings Reports Help 



EHEES3E2SEE 



Title 

■y HomeworK 

la.,! Learning 

■Q Learning- Portal -Links 

■0 Learning - Portal - News 

■E Learning -Portal -Title 

^j Learning slldeshow 

J-J'.'YeeklY' Preschool 




Content Type 
HTML Content 
Page Layout 
HTML Content 
HTML Content 
HTML Content 
Smart Form: Slideshow 
HTML Content 



Language 


ID 


m 


8589934714 


m 


8539934662 


m 


85S9934S63 



Date Modified 


Last Editor 


717/20105:53:51 PM 


WsisKopf, Virginia 


6/30/2010 2:09:09 PM 


Rabin, Adam 


7/7/2010 5:53:50 PM 


Wei s kept, Virginia 


6/13/2010 3:25:02 PM 


Rabin, Adam 


7/7/201 5:44:09 PM 


Weiskopf, Virginia 


6/1 S/2010 3:2419PM 


Raoin, Adam 


6/23/201012:41:02 PM 


Rabin, Adam 



Then in that folder, create a HTML Content item, this will be the actual page, so title it accordingly. 
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CMS 

Veisioa:S.ei SP1!BuildB.ai.6S7) 



B £) Folders 

SB congetzchaim.org 
E|_j About Us 
El_i Slogs 
53 Pj Community 

i_i Donate 
ar_j Home 
B Lr" Learning 

■_■ Adult Education 
i_i Camps 
i_i Family 
l_i Library 
i_i Religious School 
i_i Test 
l_i Shop 
fflLJ Sitewide 
L_! Volunteer 

S ' i Worship 

£]|_i Shared Content 





Title Content Type 

■glTestPage 4 HTML Content 



Date Modified 
7/SV2010 11:54:57 AM 



Last Editor 
Conum, John 



Then on the bottom right, open up the MENU'S bar 



CMS 

Veixion: 8.(11 SPI/Build 8,0. LOST) 



3 Si Folders 

BLZ congetzchaim.org 
E |_l About Us 
El_j Slogs 
fflLJ Community 

i_i Donate 
E l_i Home 
Scr Learning 

i_i Adult Education 
l_! Camps 
l_i Family 
i_i Library 
■_i Religious School 
U Test 
■_' Shop 
Sl_j Sitewide 
!_i Volunteer 
EH_i Worship 
aii_j Shared Content 



Title 

■^TestPage 



Content Type 
i HTML Content 



ID Status Date Modified 

8589934785 A J13I2C1C 11:54:57 AM 



Library Settings Reports Help 



Last Editor 
CotJum.John 



Open the hierarchy where you wish to insert the page, and select ADD ITEM 
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CMS 

Version: S.flT 5P1(Builtt B.0. 1.0S7) 



& r? Menus 

ricO; Info-Nav 
H T-r Site Nav 

a . : rr About Us 
3 17 Worship 



- 



ty 

Learning 

rr Religious School, 
rr Adult Educaj 
:""■ Camps 
it"!' Library 
-7 Family 




Desktop |j£ rjyj library Settings Reports Help 



Languag 


ID 


URL Li 


1033 


5589934611 


school 


1033 


3580934612 




1033 


3580934613 






3589934614 




1033 




1033 


358093461 & 





CMS 

Version: B.O? SP^fBuiJd fl.ft f.flflri 



► Collections 



i tv Menus 

,-7 info Hav 
B r? Site Nav 

rr Home 
Si -it About Us 
E -TT Worship 
EJ ;T Community 
3 ft Learning 

,fia?j ReLigious Schao 

IT Adult Education 

;T Camps 

a Library 

-it- Family 




Desktop yjj Library Setting & Reports Help 



'* Content Iterr 
' I Library Asse 
'.■ External Hyperlink 
I 'SubMenu 

Next.. I 



Choose CONTENT ITEM, then link to the HTML document. After you save it should show up in your 
sites navigation! 
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EMBEDDING VIDEO PLAYERS ON PAGES 



YOUTUBE 



1. Go to the video that you want to embed on the YouTube site 



YouGD 



//Mage network 



Q. Browse Mo^ 



JvilEage Network Training Series - Editing Images - part 1 

jvillagenetwork Q Subscribe 1T videos " 



Please vote fore this yeara' 




Uploaded tJ 

How to add an \r~p j I . ■ ^size it. and wrap text around it in the 



2. Click on the "Share" box below the video 

3. Click on the "Embed" box that appears 




hnp://youtu.be/4BcH7wJe! 



Embed Email 



Options » 



Uploaded c., jv ilia cenetv. ark on Aug 1, 2011 



o 
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4. Copy the embed code that YouTube generates (It will be an iframe coded that looks similar to 
this) 

<iframe width="560" height="315" src="http://www.youtube.com/embed/XHUAvUC2Wxo" 
frameborder="0" allowfullscreenx/iframe> 



► 


) 1:26/3:03 


• 


E3 


© □ □[] 










jj Like 9f Share 


l I 


129 views Jl ' 1 









http://youtu.be/4BcH7wJeS 



Embed 


Email 



nam 



Options - 



More - 



ISBgLfcHHJ 



<iframe wider 

3rc="http: //www. youtube . com/embed/^BcHlwJeSBg" 

frameborder= n O" allowfullscreenx/iframe: 



After making your selection, copy and paste the embed code above. The code changes 
on your selection. 

13 Showsuggestedvideos when the video finishes 

□ UseHTTPS[?] 

D Enable privacy-enhanced mode [?J 

~—\ Use old embed code [?] 



560 * 31 5 




640 * 360 




853 « 480 




1280*720 



































Custom 
Width: | 
Height: 
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You can type in a custom width for the player and the iframe code will update accordingly. 



<ifianifi width="25Q" height="141" 

src="iittp: //www jyoutiibe . Goir./eir.fced/43cH7wJe5Eg' 

f i air.ebo z de i = " 'i#Sl 1 q wf ul 1 s cr e e n>< / i f r ame > 



After making your selectio|, co§y and paste the embed code above. The code changes based 
on your selection. 



S Show suggested videos when the video finishes 

□ Use HTTPS [?] 

D Enable privacy-enhanced mode [?I 

□ Use old embed code 1?] 



560*315 640*360 



853 * 480 



1280x720 



Custakn^ 


px 
px 


Width: 


250| 


Height 


141 







5. Edit the Page or Content Block you wish to add the video. Put the cursor where you want to add 
the video player. 



9__ 



Title: Directions 



Content 


Summary Metadata Alias 


Schedu 




I Kifi I a ^ o& & eg m | *t -* - - 1 1? 1 i^ 

IS—:- t Q 


3 _^ 


Direct 

Watch aur 


ions 

video below! 





6. Click on the "Hyperlink Manager" button in the toolbar 

7. Paste the entire embed code from YouTube into the URL box and click OK. It MUST be the iframe 
code style you see above). 
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Title: Directions 



[English (U.S.)J 



Summary Metadata Alias Schedule Comment Templa 



Directions 




Watch our video 




^ Hyperlink Manager - Google Chrome 



i a l^a— p 



O alef.jvillagenetwork.com. , ''^i l GrlcArea.. , 'Foundation/RadControl5. , 'Edito 



Hyperlink 



URL: 



ig" frameborder="0" allowfullscreen></iframe> 

Existing Bookmark: 

| None |t| or# 



Link Text: 



Type: 



http 



Target: 



Target 



Tooltip: 



Style: 



No Class 



£ 



| OK] [ Cancel 



8. The video player will appear where the video will reside once you publish the page. 



Hi I j*. ^[sqfrci « | -j ~ f-.|^l 
a - *t ** x & ^ -m a i a 

Directions 



Watch our video below! 



Jviilage Network Training Serie- 



' 



I 



C: ■ ® 1 -, 



«>iib hw^i »» m pbIhimiph m <>viq iuHflffl a - 3'0 ""i-'iffn ill* 
la FitHi tin Hanvntrirv So **r«iw trmjtt mfo»atx hy ay }-ffiyiM Qtamr. 1 



9. You can further resize the video by editing the object width="425" and height= "350 "fields at both 
the beginning and end of the embed code. Make sure that the sizes you choose have the same ratio 
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as the default numbers, so that the video doesn't get stretched - just multiply the width by 0.8235 to 

get the height. 

10. Publish the page and the site will now have the embedded YouTube video. 



■ j y/NI JQ Voices* Calenc 

V^ Synagogue 


Home Worship Lifelonq Learninq 


about us 

Website Goals 
Next Steps 
Mission Statement 
History 
Early Beginnings 
Recent History 
Add 
Edit Menu 

Clergy and 
Leadership 




Directions 

Watch our video below! 


Q Tviit 




Jvfflage Network Training Series 




: 
i 


T », A !>. 3 . " S - Kf |w ■■* 

• i ii a ii <a a a^^^ 

o 




wtorltw tenbn i*-wiuFt atiiata- ■ ti\m nm\ if fin [\f\uv ■"!'■ ■'' 
.... _. , 





V 1 1VI Ei U " Vimeo has different requirements in our CMS. 

Create New Page Layout page 

Goal is to create a page layout that allows you to embed a video player and drop in any content 
block you wish above or below the video player. 

1. Login as Administrator 

2. Workarea - Content - Folders 

3. Locate folder into which you wish to add new page layout. 
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t Folders 



B *ai Folders 
Q(0 site 

El_ About Us 
El_j Community 
Sl_J Home 

l_i Jewish Resources 
|_i Learn 

l_i Marketplace 
Q[c? Sitewide 

I. ! Donations and Payments 
Ljl Events Calendar 
_ Forms 
LJ JvilLage Test 
i|_j Worship 



© View Contents of Folder "Jvillage Test" 
Y New ifi. View - Delete Ac 



1 — 1 


Folder 


ntTy 


-J-l 


FJlog 


Con 


lZ? 


Discussion Board 


_ayo 


l9 


Community Folder 




1_j] 


Calendar 
Catalog 





fe| HTML Content 
IlI HTML Form/Survey 



Page Layout 
Master Layout 



ill 

M 

J Smart Form 
Q DMS Document 



IT 



Collection 
Menu 



4. Select Layout and give it a Title. Manual Alias with / can be applied now as well. 



IS Qj Community 
E _ Home 

Lj Jewish Resources 
i+j,_. Learn 

i_. Marketplace 
B \CJ Sitewide 

E2 Donations and Payments 

H3 Events Calendar 

■_ Forms 

l_j Jvillage Test 
E._. Worship 




OneColumnFull.aspx OneColumnVMe.aspx 



Q Cancel ^ Next 
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5. Display Page for Editing 



.ayout 



Add New Page 



Manual 
[3 Use Manual Aliasing 



.aspx 




Alias Video_Test_2 

Alias Preview: .':r:_T==C_Z .espx 
Fclcsr 
Sitewide/JvillageTesWideo_Test_2/ 

Taxonomy 

There are no Taxonomy Aliasing rules associated 
with this folder 



^ Back Q Cancel ^ Next 



53687092287 



A 1/16G012 11:17:03 AM 



Supporl 



Page Creation Successful 

Would you like to be redirected to the page so you can begin editing it? 










Q Cancel 




^ Ok 











6. Edit Page by dragging Embed HTML and Content Widgets into DropZone 
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Home About Us Worship Learn Community Resources 



Twitter gj FaceBook ^ Print [~~J Ei 












■ Title 

SLurmnry 

■1 . ■■ II .■! ■■■ 

■ Title 

Sum-nary 
CDiilents In 

Lietsniaarj 












@ 


.- 


agCMaffcE 


m 



KSS 



.:■::• -: = .---- = 




Home About ITs Worship Learn Community Reso 




Rinnranhv 



Biography 



Rabbi Stuart Weinblatt has been the rabbi of Congregation B'nai Tzedek 
since it's inception in 1988. Prior to this he served for seven years as the 
spiritual leader of Temple Solel in Bowie, Maryland. From 1979-1981 Rabbi 
Weinblatt served as the associate rabbi at Temple Beth Am in Miami, Florida. 
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TZEDEK 




i\ i 



iw^a 




* 




Home About Us Worship - Learn Community Resource 




Home ■ About Us • Worship ■ Learn Community ■ Resou 



FmhprlHTMl Wirinpf 



Embed HTML code: 




Remove fixed size 



Cancel Save 



7. Locate your Vimeo or YouTube Embed Code and Copy it. Both MUST use the OLD embed 
code, which is <object> based rather than <iframe> based. NOTE special instructions in 
Step 8. below for Vimeo code. 
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• [Q virneo.com/209S434e - C||5|' Google 

sort Google Apps Sa I esfo rce.com - Cust... J JvillageBasecamp D DNS Lookup Q JVillage Tickets [~J ConceptShare £§3 GoToMeeting J Training VIDEOS & CB ['_'} /VILLAGE oldCMS Ti Clea 

by B'nai Tzedek Potomac BES 

10 months ago 




M 




Ul 



B'nai Tzedek Potorr * 



3. Open Letter 
[] to the People 
of Egypt - Rabb 
Stuart ... 

by B'nai Tzedek 



*1 1 I am not an 
I' Orthodox Jew 
Rabbi Stuart 

UVeinhlatf 



Embed this video 



NEW! This is our new embed code which supports iPad, iPhone, Flash 
and beyond. Don't like change? Use the old embed code instead. 

Get the embed code 



<iframe src=''http :// player, vimeo.com/video/209S4 34 67title = 0Bi 


a 


amp;byline = 0&amp:portrait=0" ™dth = "400" height="300" 


J) 


frameborder="0" iwebkitAllowfu II Screen mozallowfullscreen 


a 1 1 o wFu 1 1 Sere e n ></ if ra m e> < p> < a h ref = " http i // vimeo.com 


W 


/20384346">Open Letter to the People of Egypt - Rabbi Stuart 


m l 







Embed this video 



NEW! Try our new embed code which supports iPad, iPhone, Flash 
and beyond. 

Get the embed code 



height= "30 (]"></ embed >-=/object> 

^ZQSS4346">Open Letter ta the Pe 

Weinblatt - B'nai Tzedek</a > From 

/cbtpatomai:">BB.^a39;r 

h re f = " h ttp r// u im ea . com " > Vi m eo</ 1 



Preview the embedded videt 



II 




Grab 
Undo 

Cut 



Copy 



Paste 
Delete 

Select All 



ten - 

fa 



■ 



8. Paste the Code into the Embed HTML Widget. FOR VIMEO CODE ONLY - be sure to remove 
all the code after the </object> line of code. Vimeo tries to include extra code that the CMS 
system will not accept. 
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Embed HTML code: 



airp ; s.icw_portr ait=u t 

airp; calar=QQadef£airp; f ullscieen=ls 

airp ; aut apl a y=Q & anp ; 1 o op=0 " 

t yp e = " app 1 i c a t i o n/ x^shackwave^ 

allQwscrap^taccess =" always " 
width="400 " height="3QQ "x/embed> 

</objec 



<pxa 

href="http: //vimec . ccn 

/2 3 9S43 4 6">Open Letter to the 

People cf Egypt - Rabbi Stuart 

tfeinblatt - B'nai Tzedek</a> fn 

<a href="http: //vimec . con 

/cbtpctcmac">B£#03 9;nai Tzedek 

Potcitiac</a> on <a 

href="http: //vimec . coia">ViaecK/a> 



IMPORTANT 




Remove the code 
r </object> 



Remove fixed size [7 



Cancel 



Save 



- - - -c - 



n. n-;„4- I'.. j\ c 



Leave the "Remove Fixed size" box checked. 
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Ijj' Congregation B'nai Izedek- P-oftp mac- Mozilb Firefoii^J 

File Edit Vie* Hiitcr Be c km arks Took Help 
|-'f Gco-gleApps l! f--'! Jvillage Network ... - - Shutterfly | View.., Caie 00005403 ~... Case: 00005495 ~... J TEEC - Temple B,„ JVillage Network ... S - #29775 : C han ge . . . H Congregation B 1 ... | :"j Congregation... x | [J Dpen Letter to th... | + | -- 



[__} htmd.jvillagenetwark.CD 



vjatjmmyjtipeixm 



:■ e||a-t 



PI * ..* • 



-*| Support Google Apps Salesforce.com -Cost.. J JvillageBasecamp \J DNS tookup Qj JVillage Ticket [j ConceptShare Syj GoToMeeting J Trainiog VIDEOS e" CB ] MIlAGE oldCMS ". Clear Cache J JVN Websrte J Jvill Site logio 




$ • <a ^nra 



fz H & - ? * * 



Adding other Content Blocks to Page 

9. Save the Embed HTML Widget, then Click the Blue arrow button in the Upper Left Corner of 
the Browser window - to reveal the Page Layout menu bar. Now you can Select the 
ContentBlock Widget to drop in other content onto the page. 



' 



ew Properties Help 



<£ 



Y/ 





_J 




■ 

Embed 








- | ContentBlock |-"' - 



. =:?'.'=,-■:*.:'; = 



contents In 

LMIS«milan 



} News 







ipeBniHDjEVGlKGW 




jioint; Auum l.b vvursJ— r A ^£- I v, umin uni lv ivea e 
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VAI 
ZEDEK 

55a 




Home About Us - Worship Learn Community ■ Res on 




FmbprlHTMl Wirlnpf 



: Sl. 



i I Mh 



10. Navigate through the Folder tree to locate the content block you wish to add or create a 
New piece of content in a particular folder. 



Cont&nt Details: 

LastModifletf: 5M 7/2011 10:26:16 AM 

Last Editor: Sam Ethridge 

Teaser: 

Biography 



H 




IAti!*M,W* 



53687091 182 
53687091151 
536S7C91429 
53BB70911S5 
53637091313 
536B7C91-434 



Cancel Save New 



Ml 
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Top of that Page.... 



File View Properties 



BNAI 
JZEDEK 





Home About Us Worship Learn Community* Resources 



E2 



Biography 

Rabbi Stuart Weinblatt has been the rabbi of Congregation B'nai Tzedek since 
t's inception in 1988. Prior to this he served for seven years as the spiritual 
eader of Temple Solel in Bowie, Maryland. From 1979-1981 Rabbi Weinblatt 
served as the associate rabbi at Temple Beth Am in Miami, Florida. Due to the 
vision and dreams of Rabbi Weinblatt and 
Symcha, his wife, Congregation B'nai Tzedek 
has grown and continues to grow in its passion 
for warmth, friendliness and Jewish knowledge. 



H^hhi IrUainhlat-l- hac 




fl 




Bottom of that page 




11. Re-order the items on the page by dragging their widgets and dropping into the Yellow drop 
zone area. 
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Help 



BNAI 
TZEDEK 





Home About Us Worship Learn Community Reso 




Biography 

Rabbi Stuart Weinblatt has been the rabbi of Congregation B'nai Tzedek 
since it's inception in 1988. Prior to this he served for seven years as the 
spiritual leader of Temple Solel in Bowie, Maryland. From 1979-1981 Rabbi 
Weinblatt served as the associate rabbi at Temple Beth Am in Miami, Florida. 

fli its hn fha uisinn 3nH Hria^mG nf R^hhi 




Home About Us ■ Worship Learn Community ■ Resources 




Biography 



Rabbi Stuart Weinblatt has been the rabbi of Congregation B'nai Tzedek since 
it's inception in 1988. Prior to this he served for seven years as the spiritual 
leader of Temple Solel in Bowie, Maryland. From 1979-1981 Rabbi Weinblatt 



Ld 
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Home About Us Worship Learn Community Resource 




Biography 

Rabbi Stuart Weinblatt has been the rabbi of Congregation B'nai Tzedek since 
it's inception in 1988. Prior to this he served for seven years as the spiritual 
leader of Temple Solel in Bowie, Maryland. From 1979-1981 Rabbi Weinblatt 
served as the associate rabbi at Temple Beth Am in Miami, Florida. Due to the 
vision and dreams of Rabbi Weinblatt and 
Symcha, his wife, Congregation B'nai Tzedek has 
grown and continues to grow in its passion for 
warmth, friendliness and Jewish knowledge. 




Now you can add this Page Layout page into the Navigation Menu as you see fit. See page 60 
below and Videos #12 and #13 
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UPLOADING AUDIO MP3 FILES TO PAGES 

* See Below for Enhanced player options 



1. Login to Workarea and open to edit the page you want to upload mp3/mp4 files to. Highlight the 
text you want to link an mp3/mp4 file to, and select the Hyperlink Manager tool; the hyperlink 
manager window will pop-up. Then click on the Library browse tool. 



ektror 

CMS 

Version: 8.91 SP1(BmldB.O.1.0BT) 



unread messages 



Desktop 



Library Settings Reports Help 



Edit Content in Folder "Test" 



BIE 



Title; 



JES Test 



Metadata 



Alias 



XX #2 



[English (U.S.)] 



#2 Select the 
hyperlink manager. 



H Id* 4i G& m m * I ** - l"* I tM fr & ft ■ Q 4l § © 

BJApply Style ▼ p ▼ | B I U -A- I x 1 x s | }E *= iW iW 

Israel. Advocacy 




Visit Is €T Hyperlink Manager - Google Chrome 
See Isr 



Test email linking Email Rabbi. 

Test external linking Daily Alert. 

Test internal linking. Check out Sarah's Mitz 
Israel. 

Test PDF linking. 



Test 



file. 



ti 



#1 Highlight text 
to link mp3/4 



[3 , E3 



Q bni.jvillagenetwork,com/ 1 i , VorkArea.. , 'Foundation 1 ''RadControl:/Eclito 



i Hyperlink 



URL: 



http.7 



Existing Bookmark: 
or# 



None 



Link Text: 



T-T 



#3 Select 
the 

Library 
search 



MP 3 



Type: 



http: 



Target: 



Target 



Tooltip: 



MP3 



Style: 



No Class 




2. The Library window will pop-up. Open the folder where you want to upload the mp3 file. If the 
file is already uploaded to the Library, you can insert the file directly: 
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as 



{? CMS4pW*rary For supporc%40j'.'illagene1worL.corTS - Google Chrome 

Open up the 7 
site folder, 




bnwlillagl 



Si Lib 

Bfc site 




1 i=5 



m Education ' — I/!™, I j #3a If 

- G '#3b If the file needs to be ^1^^ there, 
Hc -~'-~ '-d, click on *-"•«■ * v 




cntype^libraryBLldatazOSfscope^all&autcnavzO 






the file is already Date moaned 

.,,,,„ -, click on it to insert. 20s 1/23/2012 3:3840 ph 

"uploaded, click on Add Library jniesteite/re3toaon uiam.mpj 

169651208172 1/12/2012 1:44:43 PH 



U Je. 

Lj Marketplace 

Bg| Sitewide 

i_i Test 

[j We Care 

IB Who We .Are 

Lj Worship 



PDFTest 

uploadedFiles/site/Test/Navigation Training pdf 

Test 

uploadedFiles/site/Test/AJeinu.mp3 



169651208207 1/23/2012 3:22 25 PH 



#2 Open up the folder 
you want the mp3 to 
upload to /be 
associated with. 



^ CMS400 Library For support%4Cj'/illagenetworkicom - Google Chrome 



'.. ) bni.jvillagenetworkxorn/V , Vcrkj^rea.' , rnediarrianager.a&px?acticntype=libraryfiLlclatazOSLscopEzall&autDnav=0 

^'^^.■fc^Z Insert Library Tool. 



© Library 
site 

l_j Education 
l_i Gifts and Giving 
Hl_l Home 
l_i Jewish News and Resources 
LJ Marketplace 
a Lj Sitewide 
Test 
l_l We Care 
IB Who We Are 
Lj Worship 



a 



ID Date modified 

169651203208 1/2.3/2012 3:38:40 PM 



Title 

MP3Test 

uploadedFiles/siteTTest/Adon Olam.mp3 

PDFTest yV 169651203172 1/1 2MJ12 1:44:43 PM 

uploadedFiles/sitefTj^N aviation Training.pdf 

Test ^— J2k 169651208207 1/23/2012 3:22:25 PM 

uploadedFiles/site7T9Et/.AIeinilmp3 



#1 Clicking on a file already there 
highlights the file in yellow. You can 
double click to insert it, or select the 
Insert Library tool. 



v2 



3. If the file is not there, you need to upload the file first, and the file will upload and insert at the 
same time: 



50 



v2 



Summary iWetada 



\& ®m «i-) 



i — t — i 





,._} bni.jvillagenetwo-rk.com 



€1 Library 

Bfc site 

Lj Education 
ll_l Gifts and Giving 
ESLJ Home 
ll_l Jewish News and Resources 



Title: MP3 test 2 



#1 If you need to insert 
an mp3/4, give it a title. 



FitenamK I Chc-c-se File | f^Kjse# 2 add the file from your 



i S3 I 



« Member Attachments ► TSINQAK ► TSBNOAK Audio Files 



TSIBNOAKAudio Files p 



ff Favorites 
K Desktop 
^ Downloads 
-' Recent Places 



ff 3a Libraries 

Select the 
mp3/4 from 
your 
computer. 

"^ Computer 
^ OSDisk (CO 
1 _ 1S Recovery (DO 



Documents library 

TSIBNCJAK Audio Files 



■=> 



Name Date modified 

jjj A Wicked Wicked Man (Purim) 12/27/2011 11:04 ... 

[g Adon Olam 12/21/2011 9:49 PM 

\i] Adonai Oz - Psalm 29 12/21/2011 9:50 PM 

Qfj AI Sh'fosha D'varim [Simchat Torah) 12/27/2011 10:46 ... 

\£ Afeinu 12/21/2011 9:42 PM 

A All Aboard For Shushan (Purim) 12/27/2011 11:09 „ 

iii Am Ytsrael Chai (Yom Haatzmaut) 12/27/2011 11:17 . 

|i] Apples And Honey (Rosh Hashanah) 12/27/2011 10:25 . 

i Baby Moses (Passover) 12/27/2011 11:09 ., 

i Bake A Matzah [Passover) 12/27/2011 11:15 . 



Filename: Aleinu 



Arrange by: Folder T 



Type 

MP3 Format Sound 
MP3 Format Sound 
MP3 Format Sound 
MPS Format Sound 
MP3 Format Sound 
MPB Format Sound 
MP3 Format Sound 
MP3 Format Sound 

#3b 



MP3 Formats" 



1,857 KB 
1,823 KB 
1,260 KB 

890 KB 
1,045 KB 
1,201 KB 
2,373 KB 
1,037 KB 

fll ^ If p 



IJ 



I 



computer 

yi©- 




t Open it to the Library 



Open 



Cancel 



1 
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4. Once the mp3 file is uploaded in the Library, choose a New Target Window to open when the file 
is clicked on, so that a visitor does not have to back browse to the page the file is on. 




^ Apply Style -p - | B I U -A" | X 1 * ; | \= B ±W * : £ 

Israel Advocacy 




Type: 
http: 



Test email linking Email Rabbi. 

Test external linking Daily Alert. 

Test internal linking. Check out Sarah's Mitz| Target: 

Test PDF linking. 



Hyoerlink Manager- 'jDcrjIt ■:_ hi c 



', .; bni.jvillagenehvork.cffm'^'QrkArea/Foundatio-n/RadContriDk./Editoi 



f Hyperlink \ 



/uploadeclFiles-sits-Tast ■Aleinu(1).mp3 



Existing Bookmark: 
[No-nel^l or#| 
Link Text 



I. IP. 3 



Choose New Target to 
have the file open to a 
new tab in the browser. 



* 



O 



Tooltip: 



MF3 



H 



I OK | Cancel | 



The New Target window option is in the Target dropdown menu, and the Target text field will 
change to "_blank" once you've chosen the New Window target. Click "OK." 



(f" Hyperlink Manager - Google Chrome 


I □ | @ | £2 f 




Q bni jvillagenetwQrk.com.'' V\'crkArea/Fcun 


clation/RadControls/Editon 


/ Hyperlink \ 13 ^U 


URL: 


/uploadedFiles/site/Test/Aleinu(1).mp3 


CD 


Existing Bookmark: 


| None | H or# | 


Link Text: 


MP3 i— | 


Type: | | 
Ihttp: \F7 
Target V^ 


blank Target 
Tooltip: 


Fl 


MP3 


"14. 


Style: 

| No Class |.t | 


|— K. 




I > K Can€el 
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5. Now that the mp3 is linked to the text, Save the page if you want to Preview and test the link, or 
just Publish the page. 



[) bnijvillagenetwork.com 



.angType=103r 



ektron 

CMS 

Verxion: 8. Of SPHBitilft S.O.1.0S7) 



Edit Content in Fofder "Test" 



unread messages 




Library Settings Reports Help 



u u © 



Title: JES Test 



[English (U.S.)I 



Summary 



i ia I 4 ^ & qft 

Ij Apply Style ^ p 




Metadata Alias Schedule Comment Templates 

ft i -jTVhsm^ qHS i « ^ 

- 1 b j" u -A- ! x 1 *= | ;= := im im m m m M m 

t l3 a i ill a a 3 

Israel Advocacy 

Visit Israel Advocacy Committee page - read IAC Mission Statement 
See Israel Advocacy Committee Meetings Calendar 2010/2011 here 



Test email linking Email Rabbi. 

Test e>cternal linking Daily Alert. 

Test internal linking. Check out Sarah's Mitzvah Project concerning 
Israel. 



Test PDF linking 



Test MP3 file. 
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6. The Preview or Published view will have a working link; click on the link and your browser will 
either download the file, or your browser will open up a default audio player. 
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7. Enhanced MP3 file playback 

Embed a Yahoo playlist audio player on your webpages. And enhance the user experience. 

a. Add MP3 files to a webpage as indicated above. 

b. Edit page and click HTML mode <> to add player code 

<script type="text/javascript" src=" http://webplayer.yahooapis.com/player.js "></script> 

Listen to the Music! 

Prepare for your Aliyah. Learn the Blessings Before and After a Torah Reading 
Torah Blessings 
Torah Blessings Text 

Here is a wonderful and moving melody for OSSm SrOlOm. I hope you enjoy this melody as much as I do. 



Please take a moment to sit back and listen to these beautiful and inspiring selections. 

Sim Shalom 

Israeli Medley 

Ein Keloheinii with Jenna Kress 




Click HTML mode in s™* 1 *^ 

content editor. 



<> ■'->? 

HTML 
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h \s, ^t&mm &\*> ~ V"\^ i, ft i q *i s © • la- 

1 contentUsabilip/ »p ^ | B / U -A- 1 x = x ; Font Name ■'Size-' 12px - A - <J» - 

}= IE * * W ■ a ■ ■ I J - -: -f ,& B » n #• f S 3 S H 0] 

<h1 >a#1 60;l_isten to the Mu5ic!</h1 > 

<p>a#i60;</p> 

<p aligri="Leff "xfont style="font-size: 1 2pt;"xfont color- VOOOOff" style="font-size: 12pt;">Prepare foryour Aliyah.a#1 60; Learn the 

Blessings Before and After a Torah Reading</font>a#1 60;</font>a#1 60;</p> 

<p align="leff xfont styLe="font-size: 12pt;"xfont color- "#0000ff" style="font-size: 12pt;"xa title="Torah Blessings" fx&|="/yn^Qa4ed^||e^ 

/site/About_Us/Cantor/Torah_Blessing,mp3" target="_blank">Torah Blessing5</ax/font>a#i60;</font>a«i60;</p> 

<p align="Left"xfont sh/le="font-size: 1 2pt;">a#1 60;</fontxa title="Torah Texta#1 60;a#1 SO;" h£ej="/u£lQ3d£dJ31gs/5ite/About_Us 

/Cantor/ Aliyah.gdJ" target-"_blank'xfont color-"#0000ff" style-'font-size: 1 2pt;''> Torah Blessings Text</font>a#160;</a>a#160;</p> 

<p align="left">Here is a wonderful and moving melody for <a title="CJ£ej3 Shalom" hxg|="/yp]Q^dedJJ^/site/About_Us/Cantor/Cis^ 

Shalom by Michael Qchj^.mp3" target="_blank"xfont style="font-size: 14-pt;">ci£ej3 Shalom</fontx/a>.a#1 60; I hope you enjoy this 

melody as much asa#i60;l do.</p> 

<h3 align-"left"xu>Please take a moment to sit back and listen to these beautiful and inspiring selections. a*1 60; </u>a*1 60; </h3> 

<h3 align="center"xa title-'Sim Shalom" href="http://www.bnaitzedek.org/uploads/1 2790Sim_Shalom.mp3" target="_blank">Sim 

Shalom</ax/h3> 

<p align="center"xa title=" Israeli Medley" fx&|="/yn]o.adedFiles/ si te/Abcut_Us/ Cantor. M 6088lsrael_Medley.mp3 xfont style- 'font-size 

14pt;"> Israeli Medley</fontx/a>a#i60;</p> 

<h3 align- center >*:a title- Ein Keloheinu with Jenna Kress href- http: w'w>w.bnaitzedek.org/uploads/1 2790Ein_Keloheinu,mp3'' 

target-"_blank">Ejo tjejoijejoy. with Jenna (Jr^y</ax/h3> 

<h3 align="center"x/h3> 

<h3 align="center"x&r. />Sample 3</h3> 



M-Til l 



ilign-" 
WiS 



Copy and paste this specific code line into the 
bottom of the page code listed. Make sure it is 
on its own line of code. 
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MtCorinC* l<H« T**^ 



■ n * -0 » 
^ at vMb ■ 



,. 



■ ~ ill S O - ft 

•■/B* »'■.'■« Ml " Wr - l£- - A - > ■ 

■ _d - -. - '. /, -- t a a »2 a 3 35 J2 



Listen to the Music! 

Prepare for yiiui Allyah. Learn the Blessings Before and After a Torah Reading 
torah ej£5s--nj5 

Hw«n i WMHtariiJOTd itw-pq mfclwfi Tv Q.5ejl SIlSlOFfl. I hjip* tou trim On moiMtt » mud* m Ida. 

Plrmr T«kr a motnrtll to ill back ml H->Trn lo Umc brtmillul und Implrijif »f Iffllonl 

-Sim Sluilam 

Israeli Medley 

f illK '- *-liin»«JiJriu>i»Krr*s 







() L 



1 



Click Design mode and see the script 
icon in the page , This indicates the 
script is in place- 



c. Publish or Preview the Page to see player in action! 



57 



v2 




Home About Us Worship Learn Community Resou 

Listen to the Music! 

Prepare for your Aliyah. Learn the Blessings Before and After 
a Torah Reading 

Torah Blessings 

PlayAudTJ f S5it1 g 5 TeXt 

Here is a wonderful and moving melody for ► OS6n ShSlOITI. I hope you 
enjoy this melody as much as I do. 

Please take a moment to si t har-V an d listen to these beautiful and 

£• Sim Shalom 

® Israeli Medley 
® Ein Keloheinu with Jenna Kress 



Sample 3 



T.-.ittet g FaceBook ^ Print Q Email 



I 



Cfc) Sim Shalom 

«■ Israeli Medley 
® Ein Keloheinu with Jenna Kress 



Sample 3 

| i| Twitter [J FaceBaak ,^ Print □ Email 



Click to expand player at 
bottom of web browser 
on page 



http://btmd.ivillaqene:twork.com/About Us/Cantor/Listen to the Musicl/ff 
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Torah Blessings 

Scholarships 
S-crall Archives 
Photo/Video Gallery 
Contact Us 
Directions 
Donations 
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► Israeli Medley 

► Ein Keloheinii with Jenna Kress 
Sample 3 







iTJ Twitter J3 FaceBn-ok ^ Print j | Email 



Click playlist indicating 
number of audio files 
available 



► ►! *3 





Volunteer to 
Read Torah 

Youth Choir 

Torah Blessings 

Scholarships 
Scroll Archives 
Photo/Video Gallery 
Contact Us 



F "^7^I^^, M 



Contact Directions 



nca^c jj»c a .liiuiiiciiL lu jil LraiK. anu ij.si.cu m uicac umm.ui.tj aim 



inspiring selections. 



® Sim Shalom 




► Israeli Medley 
® Ein Keloheinu with 3enna Kress 



Sample 3 

Twitter Q FaceBaak ^ Print □ Email 

See all songs in playlist 
and click to playback. 



rof -\J^mcfi^ 



Contact Directions 



This Playlist Player can be closed and still allow you to play the audio directly from the little 
playback buttons that appear next to each MP3 file link. 
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NAVIGATION 



So how do you set up your content in your folders so that it mirrors your navigation and will make 
everything easy to find? Here are your rules of thumb. 



1. Each main navigation item (the ones appearing on the main navigation bar on your 
homepage) should have their OWN folders. 

2. INSIDE each of those folders there should be another folder for images for that navigation 
item. 

3. For subpages, for that navigation item, only make subfolders if there are one or more items 
under that sub navigation item. 

For example, let's say we needed to lay out the following information structure. 



Main navigation 


Sub Nav 


Sub Sub Nav 


About us 


Who we are 




School 


Math Class 


Over view 






Grade One 






Grade Two 






Grade Three 








Social Action 


Clean Up teams 


Red Team 






Green Team 









You can also view Videos #12 and #13 on our Training Video page. 
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On the library side it would look like this 



Version: S.flfl SP1 (Build fl.rj.fl. T2B) 



B © Folders 

i_i AbOUtUS 

QB School 

U Math CLass 
i_i Social Action 
SIL3 synPQC,jviUagenetwork-,c 




v Faxorvami-es 



Title 

■S Grade One 
■fi| Grade Th re 
-2 Grade Two 

■@ Overview 




3147483701 
2147433702 
2147483703 
2147433.70C 



8/19/2010 2:16:43 PM 
8/19/20104:31:36 PM 

8/19/2010 4:31:58 PM 
8/19/2010 2:16:20 PM 



Conurn, John 
Cooum, John- 
CD burn, John 
Coburn. John 



You see ABOUT US, SCHOOL, and SOCIAL ACTION, which are all main navigation items, are main 
folders , and in MATH CLASS are the three CONTENT ITEMS, Grade One, Two and Three, since 
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unread messages 
Desktop ff| Library Settings Reports Help 




B © Folders 

El IZj hebrewacademy, 
SLJ Shared Content 



Now it's time to set up your navigation, what we're basically doing is taking the information and 
content you've created in the top tab, called FOLDERS, and letting the MENU tab know where to 
look when someone clicks on a menu item. 
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unread messages 
Library Settings Reports Help 



B -jf. Menus 

ft Info Nav 
B U^, Site Nav 

"■ Home 
E |§j Admissions 

E ,t? Academics 
;T Resources 
gg Our Cotrmu 
E r? About Us 



unread messages 




Before you can link to anything, make sure you have the content ready that you want to link to, then 
click the Menu tab, you'll see the INFO NAV (the small ancillary navigation that appears on the left 
hand side mostly on subpages) and the SITE NAV, this is the main navigation at the top of the page. 
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B 


T? 


Menus 










(^ 


Info Nav 






B 


1 1 


Site Nav 










& 


Home 











77 


Admissions 








© 


7"7" 


Academics 
Resources 










77 


Our Commun 


ty 






B 


7? 


About Us 





What we need to start with is the main navigation these are the items that are on the main 
navigation bar on your home page. They should all be created when you get your foundation site, 
so let's start adding sub navigation items. Let's start by clicking the Academics menu item. 



64 



ViHa 



f. 



v2 



aid 

C 



CMS 

Version: B.flf SPIfBu'iid ff.&t.flBT? 



Tax on amies 



' f ■'-'"' 'J.i.im>,n„"jjj 



unread messages 
Desktop jj Library Settings Reports Help 



l> 


English [U.S.) w 


-select language- » ■■ 












Title 








Language 


ID 


URL LinK 




H Lower School 








1033 


2147+836488 


a rti cl e . a s px? i d=21 4748 36 551 




■£2 Preschool 






4 


1033 


21 47483 6572 


/article. aspx , ?i[i=21474836535 




Q Library 






4 


1033 


21474836650 


/article aspx , 3id=21474836590 




■^jWefj resources 






4 


1033 


21474836649 


/article aspx^i d=21 474836 587 






Here we can see that there are already two types of items under academics. One looks like this 

and it's just a content item like we made in our folders as page content. The other is « and it 
means that there are SUB SUB NAVIGATION ITEMS. 



So which do you want? If the navigation item is going to only ONE page, then you can just link to 
the content item directly, if the navigation item is going to one page with several pages under it, 
then you want a sub navigation item. 



65 



<£. 



v2 



So let's look at how this would look in a menu structure, below you can see that under SITE NAV we 
have ABOUT US, SCHOOL and SOCIAL ACTION as navigation items, and under SCHOOL, we have 
MATH CLASSES as a SUB SUB Navigation item since there are items under that and it doesn't just 
link to a page. 




B tt Menus 

& Community 
Q XT Site Nav 

T7 About Us 
H gj) School 

^ Math Classes 
rrr Social Action 
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E' rr Menus 

;T Community 
El : L T^ Site Nav 

;T About Us 
H .£[■ School 

;T Math Classes 
;^?i Social Action 



♦ 



Once we click on a navigation item, we see a blank screen, since we haven't added any items yet. To 
change this, click on the green plus sign up top! 



'$ Content Item 
Li bran/ As set 
D External Hyperlink 

1 ' Sub Menu 



Next.. 



We see we can populate this menu with four types of items. 

Content Item - A page we've already created 

Library Asset - we can link to a file we've already uploaded to the library 

External Hyperlink - We can make a link to an outside site 

Sub Menu - We can have an item that will split off in to further sub menu items. 

So we've selected Sub Menu, added Math Classes to School as we see here 
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SUB NAVIGATION 




We see that Math Classes has items beneath it while After School Help is a lone content item. So 
let's add the sub sub navigation to Math Classes! We click on our sub navigation item and get this 
screen. 



[•MBBI 

Version: 5.G0 SPUBuilit 8.0.U.12B) 



13 r^ Menus 

g^ Community 
■J r? Site Nav 

.rr About Us 
B ~ School 

rr Math Classes 
;t Social Action 



LWMUIHIIMWB 



♦ 



We see it's blank because we haven't added anything yet! Click on the green plus sign up top like 
before, go to the content we want and add the pages! 
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& r? Menus 

§: Community 
ffil ::TT Site Hav 






6 messages 



DesJiLCfi yj| library Settings Reports Help 



? 



Title 

|T] Grade One 
IlI Grade Three 
|r] Grade Two 



^ 1033 2147^55:5 

■J 1033 2.147483657 

■4 1033 21474G35fS 



Now we have our pages in our sub sub nav! We also have some unique editing options 




Aside from adding more options we can delete items, re order them, adjust the properties of this 
menu item (more on this in a minute) and DELETE THE ENTIRE MENU. If you DELETE THE 
ENTIRE MENU IT IS GONE AND NOT COMING BACK SO PLEASE DO NOT DO THIS LIGHTLY. If you 
want the menu item itself to link to a page, click on the properties button... 
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E8HB 

3,00 SP1(Buitd 8,6,0,128) 


® View Menu "Math Classes" n 


ers 


Uj V 3 -0 


Title: Math Classes 

Image Link: 

URL Link: 

Template Link: 

Description: 


inomies 


?ctions 


77 Community 
TV Site Nav 


Folder Associations: 
Template Associations: 





Click edit up top 



CMS 



CM 

V&uon: 3.00 SPHBuiiaB.ao.12B) 



» LUILtL'llL 



B :jr. Menus 

jjfk Community 
II fig?. Site Nav 



1 MJ -J ), 1 .-^! 

~~J © .. 



Tills: 


Math Classes 


[Englist 


PJJBJ 


Image Link: 


_ Use Image Instead of a Title 


e 




URL Link: 


Hyperlink tnls menu Item to this link 


a « 


^^^^ 


Template Link: 


Menu Template Link that contents under the current menu level may use. 




Description: 







5 



Folder Associations 
Change 

None selected 



TempEate Associations 
















Text: 

Add 


Change 




Remove 
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Click the link tool, find the page you want the menu item to link to, and click save up top! 

This can be a little tricky at first, but with a little practice and patience, you'll find the benefits of 
keeping your information architecture clear and concise far outweigh the alternatives. 
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ADDING CALENDAR ITEMS 



After you log in, on the right under the site wide folder, you'll see all the individual calendars for the 
site. 



Click on the one you'd like to edit! 



CMS 



1 S,PliEui!rJB.Q.1.087\ 




BBS bethshalomnb.org 
ELJ About Us 
E |_| Calendar and Events 

iLj Donate 
E!_j Home 
El f_j Lifelong Learning 
El_j Our Community 

l_l PQFs 
Bj_i Resources 

l_l Shop 
Bit 3 Sitewide 

i_3 Holidays 

CZi Keruw 

l3 MeetingE 

i_jl Mens Club 

\3 Nursery 

i_jj Programming and Adult Ed 

l3 Ritual 

J Sisterhood 

i_jl Social Action 

\j3 Special Events 

J Voung Family Outreach 

i_ZJ Youth 
ED Worship 

D Ear and BatMitzvah 

LJ Daily Minyan Schedule 

i_l Festivals and Holidays 

i_J High Holiday Brochure 



Status Date f.l ■:> c: i f i €^ ■:: 
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IfflffiWflTIWllBffl 



r Desktop |jj£ Librar 



unread messages 



GLT beths.halomnb.org 
ELI About Us 
B i_i CaLendar and Events 

!_J Donate 
BI_J Home 
ELl Lifelong Learning 
Bl_j Our Community 

l_i PDFs 
Bi_j Resources 

L Shop 
13 Lz? Sitewide 

\3 Holidays 

\l3 Keruv 

\S3 Meetings 

l3 Mens Club 

l3 Nursery 

bD Programming and Adult Ed 

£0 Ritual 

l5 Sisterhood 

ffl Social Action 

iJ 1 Special Events 

il3 Young Family Outreach 

■J Youth 
ElO Worship 

D Bar and BatMitzvah 

i_! Daily Minyan Schedule 

i_l Festivals and Holidays 

_j High Holiday Brochure 




Title 




First Occurrence 


Event Type 


Language 


ID 


Status 


Date Modified 


Last Editor 


El Choi Hamoed 
Sukkot 


4 


Sat. Sep 25 2010 (Eastern Standard 
Time) 


Original 


■ 


12884902796 


A 


8/5/2010 5:19:47 
PM 


Support, Jvillage 
Network 


§ Choi Hamoed 
Sukkot[2) 


4 


Sat. Sep 25 201 (Eastern Standard 
Time) 


Original 


m 


12B84902797 


A 


B/5/2010 5:20:39 
PM 


Support, Jvillage 

Network 


HI EREV ROSH 

HASHANAH 


4 


Wed, Sep 8 201 (Eastern Standard 
Tine) 


Original 


m 


12884902786 


A 


8/5/2010 5:07:56 
PM 


Support. Jvillage 
Network 


l2J ErevSimchat 

Torah-Tunes 


4 


Thu, Sep 30 2010 7:00 PM (Eastern 
Standard Time} 


Original 


m 


12834902800 


A 


8/5/2010 5:25:06 
PM 


Support, Jvillage 
Network 


|H Erev Sukkot 


4 


Wed, Sep 22 2010 (Eastern Standard 

Tine) 


Original 


m 


12B84902792 


A 


8/5/2010 5:15:56 

PM 


Support. Jvillage 
Network 



L^FastofGedaliah 4 
ijf| Hoshana Rabba 4 



Sun. Sep 12 2010 (Eastern Standard Original 
Time) 

Wed, Sep 29 2010 (Eastern Standard Original 

Time) 



12884902789 



m 12gs-*li;-?3 



8-5.2010 5:13:33 



8/5/2010 5:21:21 



Support, Jvillage 
Network 

Support Jvillage 
Netvv::r : 



[H KOLNIDREI 4 


Tub, Aug- 17 201 D [Eastern Standard 
Tine) 


Original 


SB 


12884902790 


A 


8/5/2010 5:14:10 
PM 


Support. Jvillage 
Network 




lM Labor Day 


J 


Mon, Sep 5 2010 (Eastern Standard 
Time) 


Original 


■ 


12834902785 


A 


8/5/2010 5:05:22 
PM 


Support, Jvillage 
Network 


t!|| Rosh Chodesh 


■J 


Tue, Aug 10 2010 8:00 .AM (Eastern 
Standard Time) 


Original 


= 


1 2884902782 


A 


8/9/2010 1:03:57 
PM 


Support, Jvillage 
Network 


[1 Rosh Chocfesh(2) 


4 


Fri, Oct B 201 (Eastern Standard 

Tine) 


Original 


m 


12B849 02802 


ft 


8/5/2010 5:27:34 

PM 


Support. Jvillage 
Network 


j§|| Rosh Chodesh(3) 


4 


Sat. Oct 9 2010 (Eastern Standard 
Time) 


Original 


m 


12884902303 


A 


8/5/2010 5:27:59 
PM 


Support, Jvillage 
Network 


S Rosh Chodesh(4) 


4 


Tue, Aug 10 2010 (Eastern Standard 
Tine) 


Original 


m 


12884902930 


A 


8/9/2010 1:06:28 
PM 


Support. Jvillage 
Network 


jjf] Rosh Chodesh(5) 


4 


Tue, Aug 10 2010 [Eastern Standard 
Time) 


Vanance- Cancelled 
occurence 


EH 


12884902931 


A 


8/9/2010 1:06:29 
PM 


Support, Jvillage 
Network 


0ROSH 

HASHANAH 


■j 


Thu, Sep 9 201 8:30 AH (Eastern 
Standard Time) 


Original 




12884902787 


A 


8/5/2010 5:11:59 
PM 


Support, Jvillage 
Network 



Up top you'll see all the events already entered. 
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Stzr bethshalomnb.org 
ELJ About Us 
E l_i Calendar and Events 

l_l Donate 
EI_J Home 
HCj Lifelong Learning 
El_i Our Community 

ll_l PDFs- 
Ei_j Resources 

l_i Shop 
Blo Sitewide 

l3 Holidays 

l3 Keruv 

V3 Meetings 

\3 Mens Club 

L-jl Nursery 

i-3 Programming and Adult Ed 

[3 Ritual 

Ljl Sisterhood 

L3 Social Action 

l3 Special Events 

O Young Family Outreach 

l3 Youth 
Blo Worship 

LJ Bar and BatMitzvah 

i" i Daily Minyan Schedule 

l_J Festivals and Holidays 

L_J High Holiday Brochure 




Taxonomies 



iH Sukkot[2) i Fri, Sep 24 2010 9:30 AM (Eastern 

Standard Time) 

H] TOM KIP PUR 4 Sat Sep182010 3:30AM (Eastern Origina 

Standard Time} 



12884902791 



3/5/20-10 5:15:22 Support Jvillage 
PM Network 




Below are the same events, but laid out in a calendar. 
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Stzr bethshalomnb.org 
ELJ About Us 
E l_i Calendar and Events 

l_l Donate 
El_j Home 
HCj Lifelong Learning 
El_i Our Community 

Lj PDFs- 
Ei_j Resources 

l_j Shop 
Blo Sitewide 

ij3 Holidays 

l3 Keruv 

V3 Meetings 

L3 Mens Club 

l3 Nursery 

LZJ Programming and Adult Ed 

[3 Ritual 

Ljl Sisterhood 

L3 Social Action 

i^3 Special Events 

O Young Family Outreach 

l3 Youth 
Blo Worship 

LJ Bar and BatMitzvah 

i" i Daily Minyan Schedule 

l_J Festivals and Holidays 

L_J High Holiday Brochure 



Taxonomies 




For a new item, click the NEW item in the top header. Then click the ADD CALENDAR EVENT. 
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Stzr bethshalomnb.org 
ELJ About Us 
E l_i Calendar and Events 

l_l Donate 
El_j Home 
HCj Lifelong Learning 
El_i Our Community 

ll_l PDFs- 
Ei_j Resources 

i_i 5 hop 
Blo Sitewide 

l3 Holidays 

l3 Keruv 

V3 Meetings 

L3 Mens Club 

l3 Nursery 

ijjJ Programming and Adult Ed 

i~J Ritual 

Ljl Sisterhood 

L3 Social Action 

\^3 Special Events 

Q Young Family Outreach 

l3 Youth 
B\-- Worship 

LJ Bar and BatMitzvah 

i" i Daily Minyan Schedule 

l_J Festivals and Holidays 

L_J High Holiday Brochure 
lal Ovgnrrew 



Taxonomies 




Start time |8/9/2010 
End time | 3/&/201 

iii day- 



After adding a Title, Location and Description, look below to add the date and time! Click the little 
calendar to select the date, and click the second little calendar to select the end date. Now do the 
same with the times, or just click the ALL DAY button and select one day. If that's all you need, click 
save, otherwise.... 
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EVENT TAXONOMY 

If you have a calendar with settable categories, then you'll need to select that category under the 
TAXONOMY tab 



Edit Appointment 



Re< 



icurrence Taxcncr 



Metadata 



Title: 



Test Event 



Location: Gym 
Descripticm: 



& ^ \& & m '» - k T l p 

H ' *£ ^ A Q *n ^ ^ ^ 



-I b z ^|© Hl= := * ^ m m m 

j aa[3 
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Select the taxonomy that best fits the event, and now that event will show up when the user filters 
by that category. 



<S View Events in Calendar "Site Calendar" 1= 



Edit Appointment 



Event 



Recurrence 



Metadata 



Br Site Name 
■LlBlogs 
"QForums 
EHZiEvents 

□Batch Uploaded 
Hservices 
■□Holidays 

B- Registration Events 
□concerts 

Dinners 
SlYouth Group 

" My Community 
1 Jewish Resources 
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RECURRENCE 



Another option is setting the RECURRENCE. Click the RECURRENCE tab if this event is going to be 
replicated in any predictable fashion. 



CMS 



Version: B.B1 SPUBuildB.G. LOST) 



IS beth5halomnb.0rg 
Ei_l About Us 
E l_l CaLendar and Events 

i_i Donate 
B|_| Home 
ElU Lifelong Learning 
Ei_i Our Community 
SB PDFs 

E£J I i Resources 

L_i Shop 
Ei£7 Sitewide 

Ljl Holidays 

Ljl Keruv 

Ljl Meetings 

L3 Mens Club 

l3 Nursery 

il3 Programming and Adult Ed 

V3 Ritual 

l3 Sisterhood 

Ljl Social Action 

V3 Special Events 

L3 Young Family Outreach 

Ijll Youth 
B[— : Worship 

i_j Bar and BatMitzvah 

f 1 Daily Minyan Schedule 

i_J Festivals and Holidays 

i_! High Holiday Brochure 
Overview 



► Taxonomies 




Start time |3/&/2010 
End time ja/9/2010 
— All day 



03:00 AM 



05:00 AM 
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Stzr bethshalomnb.org 
ELJ About Us 
E l_i Calendar and Events 

l_l Donate 
El_j Home 
HCj Lifelong Learning 
El_i Our Community 

il_l PDFs- 
Ei_j Resources 

i_i 5 hop 
Blo Sitewide 

ij3 Holidays 

l3 Keruv 

V3 Meetings 

L3 Mens Club 

l3 Nursery 

d Programming and Adult Ed 

[3 Ritual 

Ljl Sisterhood 

L3 Social Action 

i_jl Special Events 

O Young Family Outreach 

l3 Youth 
Eijt Worship 

LJ Bar and BatMitzvah 

i" i Daily Minyan Schedule 

l_J Festivals and Holidays 

L_J High Holiday Brochure 



Taxonomies 



Edit Appointment 



J Recurrence ■ 



» Daily 
Weekly 
Monthly 
. Yearly 


4 Every 1 day[s) 
Every weekday 














Start Date J8/9/2010 
« No end date 


is 

End after occurrences 


" End by | 


H 






| Save j | Cancel 



First click the RECURRENCE tab, then you'll be able to select the event repeating in any number of 
styles. 
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To edit an existing calendar item, click on the specific calendar, scroll down to the monthly layout, 
find the item you want to edit, and double click on it. 



CMS 

Veisiait: 3.01 SP1 (Build B.D.1.0&T) 



Bier beth5halomnb.org 
SO About Us 
S l_j Calendar and Events 

_ Donate 
ELJ Home 
Ei"_, Lifelong Learning 
ELI Our Community 

l_i PDFs 
J3 |_J Resources 

i_i Shop 
H il~ S.itewide 

3 Holidays 
Jl Keruv 
ijjji Meetings 
:_ZJ Mens club 
!_3 Nursery 

\3 Programming and Adult Ed 
i j Ritual 
\3 Sisterhood 
:_jJ Social Action 
■3 Special Events 
i 3 Young Family Outreach 
'Jj' Youtti 
HL"^ Warship 

_ Bar and Ba.tMitzvah 
i_i Daily Minyan Schedule 
_: Festivals and Holidays 
L_i High Holiday Brochure 
l_i Overview 



Rosh Chodesh 



f 



Desktop '^ijt Library Sellings Reports Help 






!S T2SS-&0il^9.2 



8/5^010 5:16:51 



Support Jvillage 
Network 



tl Sukfcot[2) 


4 


Frl. Sep 242010 9:30 AM [Eastern Standard 


Original 


- 


12384902794 


A 8S2C1C 5:17:51 
PM 


Support. Jvillage 

Network 


I3Y0MKIPPUR 


4 


Sat. Sep 18 2010 3:30 AM [Eastern Standard 
Time) 


Original 




H 


12384902791 


A 8/5J2010 5:15:22 
PM 


Support Jvillage 
Network 










Sun 
















rn 


.at 



Rosh Chodesh 



Rash Chodesh 



Rosh Chodesh 

Description: Rosh Chodesh 



Rosh Chodesh 
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You'll then be asked to edit either just this occurrence or the entire series if it's a repeating event. 



CMS 

Version: &.01 SP1tBull<tB.B.t.QB7) 



*m 



Id Li bethshaloinnb.org 
Bj_j About Us 
E i_i Calendar and Events 

i_i Donate 
Hl_j Home 
H l_J Lifelong Learning 
HEj Our Community 

U PDF5. 
ai_! Resources 

U 5 hop 
Bt' Sitewide 

IJ-I Holidays 

l3 Keruv 

uS Meetings 

\3 Mens CLub 

iJ5 Nursery 

\3 Programming and Adult Ed 

l3 Ritual 

\j3 Sisterhood 

CV SocialAction 

'_7 J Special Events 

\j3 Young Family Outreach 

M Youtti 
BLi? Worship 

LJ Ear and EatMitzvah 

i_i Daily Minyan Schedule 

LJ Festivals and Holidays 

L_' High Holiday Brochure 

_ Overview 




KoSfi Oictta*] 



Rosin Che desh 



Editing a recurring appointment 



□ 1 Sep 
Rosh ChodeEh 



Rosh Chadesh 
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It then edits just like above! 



CMS 

Version: B.01 $P1(Bulld B.Q.10B7) 





iew Events In Calendar "HolklayE" i= 




.dil Appointment 




- • 


Bl_i About Us 

ELi Calendar and Events 

>_' Donate 
Hl_i Home 
H l__i Lifelong Learning 
















Title: Rosh Chodesh 
















Ei_i Our Community 

l_] PDF5. 
E'_i Resources 




Location: 








Description 










iflH-1- p..|Norrrol 


-|* jr |V|B.|e -s ** 


» ■ s BlSlftft-B 




IS Eitewide 
\!3 Holidays 




a • -: -: A (>f8II 


a a afJ 






Roiti Chooesh 






Keruv 












i__3 Meetings 












l3 MensCLib 












L3 Nursery 












[9 Programming and Adult Ed 












L3 Ritual 












iiJ sisterhood 












SocialAction 












O Special Events 












|J! J Young Family Outreach 












ffl Youth 












E3|r^ Worship 












l_l Ear and EatMitzvah 












i_i Daily Minyan Schedule 












_.. Festivals and Holidays 












i_i High Holiday Brochure 
l_! Overview 












• <> -0 












4 m i 




) Taxanainies 


Start time ia/2E/2D10 M 


> Collections 


V. All day 


l Menus 
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CREATING A FORM 

Watch our recorded Training Webinars on Info Forms 

Creating a form is just like creating a regular page. Open the folder that you want the form to 
appear in, select the NEW option up top and select HTML FORM / SURVEY 



a 'Si Folders 

l_i About Us 
Bi,™ School 

i_i Math Class 
i_: Social Action 
Hij? synPGC.jvillagenetwork.c 



Discussion Board 
\3 Community Folder 
9 Calendar 
1 I Catalog 



■ HTML Content 



._■ HTML Fom.'Si.ir.e;. 



P DM3 Do< 



Sg Menu 





9/7/2010 10:15:39 .AM 
0/1 9J2C1C 2:16:43 PM 
0/1 9J2C1C 4:31:36 PM 
8/19/2010 4:31:56 PM 
B/1 9/2010 2:16:20 PM 



LastEdnor 

Co-bum. John 
Coburn, John 
Cobum. John 
Coburn, John 



Coburn. John 



Here we start a five step process, the first is to pick which type of form we want to start with 
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-4 Back I Next ^ I © Cancel ft 



Select a form from below or begin with a blank form. Next, you'll be able to customize all aspects of the form so that it collects exactly the information you're looking for. 
(*) Blank Form 

Design a new form. 

© Blank Survey Q^ 

Design a new survey. 

Standard Poll 

Design a new poll. 

1 ' Compose Email (T^ 

Write and send an email message. 

' ' Contact Information [J7 

Contacl i nf orrrvati on . 

' General Demographic Survey |__' 

General demographicsuirvey. 

'■ ■■ Feedback Survey (^ 

Col led feed bacfcfaom conference atter-c^s, 

Breakroom Survey r_>. 

Vote for your favorite coffees, teas and snaOs. 

■ .' Vacation Request Q 

Vacation Request form. 

© White paper Request Q 1 

Request a whitepa per document. 



We'll do a blank form here. Click next, and give your form a title and description 



«H i 



<4 Back | Next p I Q Cancel I 



Enterthe form's title and description. 



Title: Member Interest 



Description: A form for potential members 
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Next we decide if any notifications need to go to any users when the form is filled out. This is 
different than the email the form will send to, or the database the form will report to. Most of the 
time this will be left blank. 



g Back (iext y © Cancel 



Do you wish to assign ataskto an individual or group every time form data is submitted? You can change your answer later in the form properties. 
Assign Task To: funassioned) Select user or oroup 



Click next, and we'll decide what happens after the form is filled out! You'll see below we have 
several options 



CMS 

Veision: S.0D SPIIBuild BMS.11S) 



ur re atl messages 



l\ J j fiat* j fjext j* j Q Carrel ^ J 

Choose trie type of response to o!lsp!e.;, -.vhentorm .-ata is srismltteo Von can cuangeiHe response laier if youwisri. 

* Display a messa.ge 
■ Redirect to a file or page 
Redirect form ds-.s ::■ .;■■:■■ :■■:■■: : -.■-rs* 
Report an the form Same Window • j Combined * I 

■■•■ 1 ;. m u a m a ^ i * ■ <* - 1 s* i^ti * si ■ i a © • «*st* ~ c 

m - -- - , a a a a a u* e ©■ ~» 



Place post back message here... 



J n -A-lx' *, I |E IE 




■ 



Our options are pretty straight forward, 
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Choose the type of response to display when form data is submitted. You can change the response later if you wish. 

Display a message 
_■ Redirect to a file or page 
* Redirect form data to an action page 



Report on the form Same Window ' Combined » 



Display a Message - This is to just literally display a simple message like Thanks for filling out the 
form!' 

Redirect to file or page - Lets you send the user to a specific page of file when they are done with 
the survey. 

Redirect form data - Lets users rate the form when they are done 

Report on the form - Shows the users the current report statistics in bar, pie or both formats. 



For our purposes we're just going to use a post back message 



CMS 



unread messages 



Version: B.OO SPtiSuild B.0.0.128) 

i t- iii i ,ica 



Desktop |*£ m| Library Settings Reports Help 



Form 



Metadata Alias Schedule Comment Templates 



* Display a message 

■ Redirect to a file or page 

I Redirect form data to an action page 

■ ' Report on the farm j Same Window -I Combined. -| 



a'l * --a a *ss « d i *> - -i v i'k= * a cl » 

Eg* »s ,', ..'. * f S j .j _i a ■$ J'leB- ™ 



! - Apply Style - p 



-IB I u tAt I x' x, | l = : = 




Now click DONE and we'll start editing our form! 
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The first thing to notice is that this is a lot like a regular page, you can edit, link and add everything 
you can on a any other page. The only real difference is the extra menu items that allow us to add 
fields that can be reported to a database. 



Bfclion ir5V5^^l " unread messages 

CMS 

v OT io D .S.OOSPnB u iUB.O.S.l!S) T °«Mw> II I Ubr.u S.rtlngf Rawma Halo 

UnUQ . 

Title: Member Interest [English (U.S.); 

Post back message Metadata. Alias Schedule Comment Templates 



zi\ i^ianftuSft^i'n' - -l^i*fe,a A H Qlis ©-appIvs^ - p -i b i d -a-i * *, \ \e b == ff i= m m m m 



I StibmrtForm 




Let's look at each button and the form option it makes 

:i| 



The first option is TEXT FIELD, this is used to generate an open text field for long form answers. 
The button will NOT add the text BEFORE the field, so we need to type that in... 
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U u> UQ ., 



1 



Title: Member Interest 



[English [U.S.)] 



Post back message Metadata Alias Schedule Comment Templates 



JC&I&I^I « ^ I -) ^ » - I vM<& & & S BIS©- Apply Style - P 

J 3 3 j^a «bl 1= F 5) 'i? -J ¥ I 7 » *ld 



■ | B / U -A- 1 x ! x, ; 



« j.- _»- 




Then click the text field button to add a box they can respond in! 



Text Field 



General Validation 

Descriptive Name: 
Field Name: 
Tool Tip Text: 

Default value: 



— Options — 

'' Allow multiple lines 
Cannot be changed 
Invisible 
Password field 



Data Style 



Experience so far 



Experience_so_far 



Experience so far 
Type Here 




OK Cancel 
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We see we just need to give it a descriptive name, and we can allow multiple lines and even give 
them some starter text under default value, if we want! Then click OK when you're done! 



Our next option is CHOICES FIELD a ~ 

This allows us to give the user multiple options to pick from! Again, we need to type the starter 
text, and then click the button to make the choices. 




Title: Member nleresl 



Post back message- Metadata Alias Schedule Comment Templates 

Bi|**!iS»fi6«cJI'9'<*-lv i: l<k,S>AHGIB © -«* style -, 

j • -■ - ' I -.-- I ■ I a s uA 11J 1= s =9. i i? i 7 m •» 






What has been your experience so far? Tape i 



Here we have a BUNCH of options! Let's look at them all one by one. 
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Z 



Choices Field 



General 



Data Style 



Descriptive Name: 
Field Name: 
Tool Tip Text: 
List: 



What are you looking for? 
What_are_you_looking_for_ 
What are you looking for? 
[Custom) 



-Allow Selection 




a 


Only one 




'.._, 


More than one 


B 


A selection 


s required 


□ 


First item is 


not a valid selection 



-Appearance — 

* Vertical List 
Horizontal List 
List Box 
Drop List 



■Item List- 



School 



School 



Worship 

- r_ "_ _ v. 

Option 



Worship 

I 



LJ 

Li 



J 



I 



OK 



Cancel 



m 



We need to start with the descriptive name, but after that we notice we have a lot of options, 
starting with LIST. The default is a custom list, but under that drop down are common things like 
US STATES and LANGUAGES if you're making a form that needs those. Our next option is ALLOW 
SELECTION, which allows you to set the parameters for this form item. You can make a selection 
required for the form, and allow multiple items to be selected here. APPEARANCE allows you to 
select the look of the choices, they cal appear as a vertical list, horizontal list, a list box (scroll box) 
or a drop down menu. 

After we decide all of that, we need to add each item we want to be choices, by putting the name (as 
we want it to appear to the user) in the first box and the description (how it will show up in the 
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report) in the second. These are usually the same. If you need more options, just click the + sigh 
next to the word option at the bottom and a blank item will pop up! For our purposes we'll do a 
vertical list. 



F 
Our next button option is CHECK BOX FIELD. This is as simple as it sounds, a one question yes 

or no option with a check box. 



Checkbox Field 



General Validation 



Descriptive Name: 

Field Name: 

Tool Tip Text: 
i— Default value — 



Carpool 



Carpool 



Carpool 



True (checked) 
• False (unchecked) 



Caption: 



Are you willing to carpool? 



OK Cancel 



This time the Caption text will follow the check box, so no need to type anything before hand. 
Our next field is CALENDAR FIELD -Q . This allows the user to pick a date. 
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Calendar Field 




General Validation Data Style 






Descriptive Name: 


Visit 


Field Name: 


Visit 






Tool Tip Text: 
Default value: 


Visit 

Tue. Sep 21. 2010 H 








| OK | | Cancel | 





Once we have our info entered, we just hit OK! 



The remaining buttons t? ID are INSERT BUTTON which needs html to title so it's not used 

as much, ADD RESET which lets you put a button the user can use to reset all form data and ADD 
SUBMIT which you'll only need if you delete the submit button the form starts with. 

We're almost done! But there's one VERY important step left, we need to click the TEMPLATES tab 
and set the template to FORMS or we won't be able to see this! 
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VMonlMSPltBumiMtlv ^teskloc Baim Lttni) Sefflrias Reoorte Hi* 

j - LIE) ; 



i'-.:-Ti'i :J-r ■ ■:. 



Form Post back message Metadata. Alias Schedule Comment 
Template: form.aspx 




* 
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FORM EMAIL ADDRESS 

After that, we publish, and then we need to decide where this information is going! So let's go back 
to the folder that has the form in it, and click on VIEW 



http ;/7syn pc c.jvill a g en etwc rk. co m/WcrkArea/wo 


!'■::■:■;.■?£!: >\Lsn3~- |jc=1033 












tMS 

Vemon: 8.00 5Pl(BuHit B.0.0.12B) 














^^^r Desktop t»i rtj Library Settings Reports 


- 


B S) Folders 

HD synPOC.jvillagenetwork.eo-m 
i_i About Us 
EL~? Con tan t 

Hl_i Community 
Sj_i Forms 
i_; Jewish Resources 
L_i My Community 
>3 Site Calendar 
B Store 
Li Pages 
at ; school 

!_j Math Class 
l_j Social Action 


TJtie 


Languatje 


to 


Status 


Date Modified Last Editor 




O General Demographic Survey A 


■ 


2147433707 


I 


9/21/2010 10:01:23 AM 


Cobum, John 


]^j Grade One H 


m 


2147433701 


A 


9/21/2010 10:01:24 AM 


Ccburn, John 


S Grade Three 4 


m 


2147463702 


A 


9/21/5010 10:01:25 .AM 


Cobum. John 


-g| Grade Two i 


m 


21 47433-7 3 


A 


9/21/2010 10:01:26 AM 


Cobum, John 


H~l Member Interest Jf 


1 , 


2147433703 


A 


9/21/2010 12:41:25 PM 


Coburn, John 


■£| Overview 


»»M 


■ - 


2147433700 


A 


9/21/2010 10:01:27 AM 


Cobum, John 


13 View Properties 




£' Synchronize 


^ Delete 






► Taxonomies 




y Collections 


> Mens 












jg 
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View Forms "Member Interest" 



R 9 B 



- 1 ~ C_, .iL - EngfahjU.S.) T Bl 




Form Post back message 



Form Title; Member Interest 

Form ID: 2147483708 

Status: Approved (Published) 

Description: A form for potential members 

Form Data: XMail ^Database ^AutofiLL form values 

Assign Task To: ijohn,coburn@jvillagenetwork,com E3 

Content Properties 

Content Title: Member Interest 

Content ID: 21 47483708 

Status: Approved (Published) 

Last Editor: John Coburn 

Start Date: [None Specified] 

End Date: [None Specified] 

Action on End Date: [None Specified] 

Date Created: 9/21 /201 



Click the third option, EDIT PROPERTIES 
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Form Properties 



ID: 
Title 

Description 

Form Data 



Mail Properties 
2147483708 



Member Interest 



Aform for potential members 

S Mail 
M Database 
S Autofill form values 
I Limit submissions 

Number Of Submissions 



Assign Task To: aajohn. coburn@ivillaqenetwork.com Select user or group Unassign 



Make sure the MAIL option is checked then click the MAIL PROPERTIES tab up top 



u u 



Form Properties 


Mail P 


roperties 








To: 


From: 


Cc: 


Subject: 




OR use text in field: (No field selected) 


- 


Preamble: 




OR use text in field: [No field selected) 


, 


Send data in XMLformat; D 



Here you can set who the form gets mailed to, and what subject is has when it arrives. 
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Now we have our form, and have it set to go to the right place! 



What has been your experience so far - ? 1 



What are you looking for 

School 
Worship 
Community 

~j Are you willing to carpool? 

Wnat day works bestfor a visit? Thursday, September 3Q. 201D lH S 

| SubmitForm. | 
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FORM REPORTING 



But what if it's just reporting to the database? How do we get our information? We start by going 
back to the back end, and opening the folder with our form in it, and select VIEW. 



MS 

Varaforr: S.SQ SP1{BuiHt 8.Q.Q.126J 



B £ii Folders 

synPOC.jvillagenetwark.c 
l_! About Us 
El Li Content 

i_i Pa^es 
Qi^ 1 SchaaL 

l_l Math Class 
i_j Social Action 




Title 

!i_j General Demographic Surve. 
y Grade One 
UJ Grade Three 
k] Grade Two 



2147483707 
2147433701 



2147433703 



:;._! Lie. 



@ Overview 
S TEST FORM 






L3 VlewPropeij Edit | 

Ci Check-In 



21474837CB 
214743370Q 
2147483711 



Date Modified 
9J21/201O1O:€1i23AM 
9J21/2010 10:01:24 AM 
g^lQOIQ 10:01:25 AM 
9/21/2010 10:01:26 AM 
9/21/2010 1:48:58 PM 
9/21/2010 10:01:27 AM 
9/21/2010 1:28:18 PM 



Last Editor 

Cobum.John 

Cobum.John 

Coburn. John 

Cobum.John 

Cobum.John 

Cobum.John 

Cobum.John 



Under view we'll see an option that's REPORT 
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1 1 In! In 



ForiM ■Member Interest 
FoStTDT - 2 14-748 3 70 8 

Status: Approved (Published) 

Description: A form fcr potential members 

Form Data: XMaiL ^Database ^Autofill form values 

Assign Task To: •john.coburndijvillagenetwork.com E3 

Content Properties 

Content Title: Member Interest 

Content ID: 2147483708 

Status: Approved (Published) 

Last Editor: John Coburn 

Start Date: [None Specified] 

End Date: [None Specified] 

Action on End Date: [None Specified] 

Date Created: 9/21 /201 



Then you can pick a date range or leave it blank for all the info. You can also pick how you want 
your information to display. After that, click GET REPORT. 



View Forms Report "Member Interest" 



Start Date: 
End Date: 



[None] 



_)_d 



[None] 



Report Display: Table with Totals 



Select Legacy Report: Member Interest (ver.1 6) -■ 
,1.1 1 Get Report 
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Now you'll see that all the forms that have been filled out are represented here! Click on export on 
the bottom to get an Excel sheet of the data to your computer. 




B *j) Folders 

EILf synPOC.jviilagenetwork.c 
!_i About Us 
E!_j Content 

l_i Pages 
B B School 

i_i Math Class 
i_i Social Action 



Library Sellings Repons Help 



BBaaias 



mm 



Report Display: Table with Totals 



Select Legacy Repon: Member Interest (ver. 15] - 
lit Get Report 

(Deletes 

ID 

i | 21474B3571 Cobum, John 9/21/2010 1:44:35 PM 



Member Interest 
What are yi 
School Worship Community 



Visit 
Thursday, September 30, 2010 



D 


21474B367D 


anonymous 


9/21/2010 1:42:57 PM 


«* 


■f 








Saturday. October 23, 201 


i l 


2147483669 


anonymous 


9/21/2010 1:42:35 PM 


Pretty Goad ! 


■/ 


•f 


Thursday, October 14, 2010 


l I 


2147483663 


anonymous 


9/21/2010 142:08 PM 


«*■ 




<r 




/ 


Saturday, September 25, 201 


B 


2147483667 


Cobum, John 


9J21/201 01 :41:2BPM 


Wonderful ! 


/ 


/ 


Thursday, September 30, 20-10 


in 


21474B3666 


anonymous 


9/21/2010 10:09:58 AM 














1 1 


2147483665 


anonymous 


9/21/2010 10:09:09 AM 














1 1 


2147483664 


Cobum, John 


9/21/2010 10:08:20 AM 















| | 2147483663 Cobum, John 9/21/201010:07:50 AM 

Total: 

Average [9 rows}: 

jjfajl E*pcrtRepart 



1 3 1 

11.11% 33.33% 11.11% 



And that's about it! Have fun making forms! 
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THE HOMEPAGE SLIDESHOW 



3*1*. 



Version: B.01 SP1(BmHf e.0.1.0e7) 



3© Folders 

Hto aLef.jvlUagenetwork.cQm 
+ About Us f 
GSEJ Engagement 
l_l Home ^^^^^ 



ffll_i Lifelong LeVr 
H Ell Our CornmuiN 
E Ell Sitewide 
ffl _.. Worship 
0I_| Shared Content 



D unread messages 
Library Settings Reports Help 



Date Modified 



To edit the homepage slideshow, log in using your username and password, access the back end editor, 
and click on the HOME folder under content. 
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B© Folders 

alef.j viU^genetwork, com 

ar_j About us 

BU Engagement 

UjHomej 
+ Lifelong Learning 
BEj Our Community 
BU Sitewide 
ffl f_j Worship 
Hl_j Shared Content 



<Q Design Styles 
■£] Holiday Kits 

.Home- bottom left 
@Home- bottom right 
@Home- spotlight 
Q Home -Welcome 
,_, Homepage Slldeshow 
HI index 



ContentTypi 

HTMLConten' 

HTMLConten: 

HTMLConten 1 

HTMLConten 1 

HTMLConten 1 

HTMLConten 1 



ID 


Status 


Hate Modified 


Last Editor 


15032385713 


A 


0/1112010 9:14:11 PM 


Walker, Adam 


1 5C32385661 


A 


0/6J201C 9:28:00 PM 


Walker, Adam 


3539034-676 





Qf21l2Q1Q1Q:24:44AM 


Yaschik, Mark 


3539934677 1 


OH 51201 2:30:30 PM 


RaOln.Adam 


858S934-675 


A 


OH 3120105:01:23 PM 


RaOln.Adam 


15032385793 


A 


Of25J201012:59:24PM 


Kanarltk, Mike 


8530934-002 


A 


0f1 81201 2:1 6:1 4 PM 


YascPik, Mark 


15032385681 


A 


0/1 4/201 01 2:1 8:29 PM 


Rabin, Adam 



In that folder, click on the object titled HOMEPAGE SUDESHOW and choose EDIT. 
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^J*Maa 



Versiox: B.01 SPIfBufld 8.0.T.087J 



unreail messages 
Desktop Hj S3 Library Settinys Reports Help 



Title: (Homepage Glideshoi 



fid-Gallery 



Summary Metadata Alias Schedule Comment Templates 

* I -i ■ - 1 f? tA 



S ''^iS Apply Style 'Normal -|B Z D itlX 1 x.ljzlz I? I? sill 



- witern- 
narne: 



description: 



Llkkjjn Q)MR teaches us to leave our world in better shape than how we found it. 



% ^W 



/ (> i 



Here we see several large boxes called ITEMS each holding a picture and text boxes. As you might have 
guessed, these are each a slide! 

The box titled NAME is the text that will appear as the title in your slide 

The box titled DESCRIPTION is the body of the text that will accompany the slide. 
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Version: 8.0T SPIfEteild K.0.1.0V7) 



Library Settings Reports Help 



Hc.mi3s.iaQe SSiifesiw* [EnQhsh (U.S.)] 

' Summary Mela da la Alias Schedule Comment Template: 



. -J*I1- - I ? i 



Image- 

durationTir ne; |To~ 

positionX 

positlonY 

url : /Ad ultJEducati on/Select File 

target: |_self v | 



Bpwltern- 



i^> H Apply Style 'Normal ^ | B I U -&r I X 1 *, :{-.;- is *F S= = =S 3 i 




iSelect Image 




To change the picture, click the SELECT IMAGE text next to the photo. This will bring up our IMAGE 
PROPERITES BOX. 
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Image Properties 




/ Image Properties \ 


BorderWidth: 
Border Color: 
Image Alt Text: 
Image Alignment: 
Image Sr:: 
Horizontal Spacing 
Vertical Spacing: 
Width: 
Height: 


n 




|/uploadedlmages/congetzchaimorcj/Home/< ' 


|/uplO£ 


/ 




n 

1 Constrain 
_l 




395 




237 




| OK | | Cancel 





In this box we use the small grey button next to the IMAGE SRC field to browse for our file. Once we 
upload it, it should show up back in our ITEM form. 
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^v'lllflq 



lAraiMf.- B-OTS^rfBu/M 8.0.1.087^ 



unreail messages 
Library Settings Reports Help 



Title: (Homepage Slideshoi 



Summary Metadata Alias Schedule Comment Templates 



IB •iS.I. Apply Style 'Normal ~(B Z D^lx' *. Ij= i" I? ?? f I I 1 

I a - *% ^ a A ^ t ^ a a ^ 3 a [3 



?*mh 






image: 
durationTi me: |io 
posltionX: | 4i J 
positionY: IE 



■Select linage 



url : /Adult_tducaiior!,'Select File 
target: |_seii ■*! 



ipwltern- 
natme: 



Beneath our picture we have more fields we can set; 

DURATION TIME: the number of seconds the slide will display 

POSITION Y and POSITION X are the coordinates the text will display, so you usually won't use these. 

URL: Choose the page the slide will lead the user to when clicked 

TARGET: if the URL is on your site, set to PARENT, it it's off site, set to BLANK 
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^v'lllflq 



lAraiMf.- B-OTS^rfBu/M 8.0.1.087^ 



unreail messages 
Library Settings Reports Help 



Title: (Homepage Slideshoi 



Summary Metadata Alias Schedule Comment Templates 




Image 

durationTime; |m 

positionX: |£n[ 

positlonY; ^ 

url: /Ad ult Educati on/Select File 

target: | 



si ' \&. % AP* Style -Normal -|B £ D itlX 1 «.lj" •" ^ i? i I I I 

la - -s =* A A ^ t ^ a s 13 3 s |3 



©elect linage 



3 C Insert Above 
_ V=" Insert Below 
^ Duplicate 
^" Move Up 
^ Move Down 
^Remove 



description 



Through thie JxuJage Metwork of member organizations, you will make connections with other organizations and have access to community-wide best 
practices and resources 



/ <> i 



If you want to add another slide entirely, click the little blue piece of paper on the left of any of the 
existing items, and you'll be asked if you want to add it below or above. You can also use this menu to 
move, erase, and duplicate slides. 
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J*A\aa 



Version: S.01 SP1(Bulia 9.0.1.097} 



unreail messages 
Desktop Hj S3 Library Settings Reports Help 



Title: (Homepage Slideshm 



Summary Metadata Alias Schedule Comment 



un: select Hie 
target: | _seii 



si -iS/i % AP* Style -Normal -jB I D ~Ar I X 1 *, 

I a - -s ** n * B a #• t a si m ^ a s 0] 






current ltem: |o 

width: |E58 

height: |zs7 
radius: |o 



contentRadius: |5 

cssFile: /css/homePagHGaileiy cssSelect File 

buttonLocation: bottom v 

buttoiiPoGiti on: | right at| 

padding: |To 



nameColor: tfFFFFFF 






namehontSIze 32 



nameBgColor: #000000 
nameBgAlpha |o 
descriptionColor: #FFFF 



pf 



ripti, 
riptir 



iFontSize: \a 



gAlpha:T 



| seconds 



/ t> ! 



Beneath all of this is the GLOBAL SETTINGS, these are not to be edited without the guidance of your 
project manager or the support team. 

That's all there is to it! 
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COMMUNITY AREA 



OVERVIEW 



Below is an average profile of an average member that shows the variety of options open to the average 
community member. We'll go through each area and tell you what options are open to the user. 



* 



■ ;.:.■■: ■,. '.. .-...■. ■..;..; 



-JfOUR 

Synagogue 




johncoburn 



Time Zone: Eastern Standi 



'iew My Photo Gallery 
ou have 1 unread me 



What's Happening? 



Tem Or.lv -""-"> 1 - 1 '-^s 



■ johncobum: Test Post 



■ johncoburn; Coffee.. 



Update Status 



Here at the top we have the user's profile picture, their time zone, and a link to view their profile (Or 
edit profile if the user is logged in and viewing their own profile. 
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BASIC OPTIONS 




When editing your profile, you see this is where you can change your email, password, profile photo and 
under the activities tab, you can change what you receiving notifications for. 
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PHOTO GALLERY 



7^ 



'■* *-* *l* * 







.i«„ E F,« 


■* a f. 


■KiaM,*. 


JohnCoburn's Community User Photo Gallery 


' 


»t [3 Em.il 


Albums W 


Subcategories 


Photos £? 








A 



No subfolder exists. 







Another option under the top of the profile is USER PHOTO GALLERY. Here is where your user can 
upload and maintain their individual photo galleries. Too add a photo, click the green arrow in the 
upper right, to add or manage an album, click the little folder and cog in the upper left. 
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Once here, you can create a new folder and choose the people that have access to it, or if you click the 
little folder in the upper right you can choose and existing folder and change its permissions. 
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MESSAGES 



* 



'l-.;iiKT-ji-Jai yniMi.i ■;■;;: Di..m . : t!.:' M.;i;^aliii.;i nE' '". i:<! ii-;< i: i '.';. r-.- 1 ■.- Picifili? Li kkujI 



-YOUR 

Synagogue 




From 

adamrabin 
adarnrabin 



Subject 

Do you have the PSD for the new site? 
BTV Group PRIVTE 



Inbox Compose Sent Items 
Date I Delete 

10/14/2010 9:20:22 AM X 
10/14/2010 9:19:26 AM X 



Phone; 877-518-5485 






The third field below the profile picture is MESSAGES. If the user logs in and had unread messages, this 
area will tell them, and will bring them to their inbox. Here users have the options of reading, 
composing or viewing past messages. 
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What's Happening? 



User 



Text Only 2000 character limit 




johncobum: Test Post 



12 days ago. 




johncobum: Coffee 

12 days ago.,, 




johncobum: Getting things done! 



20 days ago.,, 
t Replies (2) 



Page 1 of 1 
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Update Status 



The final top option is the WHATS HAPPENING FIELD. Here users can post their status and their 
approved colleagues can leave replies. 
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Documents 








Workspace ^ 








^3 Marketing Items 


(5) 






"0 Press Items (6) 








"0 Fantasy Football Picks (1) 






fuTest Doc 4 






4 




Modified: 


10/14/2010 3:04:23 AM 




Test 








©Test Doc 6 






4 




Modified: 


10/14/2010 3:04:30 AM 




Test 








S Test Doc 7 






4 




Modified: 


10/14/2010 3:04:31 AM 




Test 








luTest Document 






4 




Modified: 


10/14/2010 3:04:38 AM 




Adding Calendar Items After you log 


in, on the right under 


the site wide folder. 


you II see all th 


3 individual calendars 


for the site. Click on 


the one you d like to edit! Up top you II 


see all the events already entered. 


Below are the same 




events, but laid out 


in a calendar. For a new item, click th 


ie 


NEW item in the 








IDwoodenSailBoat 






4 




Modified: 


10/14/2010 3:04:27 AM 




>, Fi 









Next up, on the left is the DOCUMENTS AREA. Just like their photo galleries users can upload single and 
folders of documents and set sharing permissions. 
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Once again if we click on the small cog and folder next to the WORKSPACE text we have the option to 
add a new folder, or if we click the folder in the upper right... 
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johncoburn 



.'■dndarc! un 



Documents 

Work: 

■ ling Items 15) 
■ ■ 

v Football Picks [i) 



/adding •'. alendar Iten 
the =ice wide loldei . you II sbs all 
■ the site - 

|| th 

ut in a calendai For a new Item, click the 
em in the 



Share Folder 








■>i 


















Public 


Colleagues 


Colleagues 


Private 




Root 





e 





o 




Marketing Items 


C 


e 


< i 


o 




Press Hems 


c 


o 


© 


o 




Fantasy Football 












Picks 


B 


o 

1 


f> 


® 




Share 




Cs.r-!'-;c- 













Set the permissions of our existing folders. 
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Documents 

Workspace W 
"0 Marketing Items (5) 
^ Press Items (6) 
'$ Fantasy Football Picks (1) 



3 Test Doc 4 


▼ 


Test 


Modifier 
Modifier 


D 


View History 
Edit Properties 


BJTest Doc 6 


Save As... 


Test 


Copy 


©Test Doc 7 


Delete 



Modified: 10/14/3010 9:04:31 AM 



Test 



1U Test Document ^ 

Modified: 10/14/2010 9:04:36 AM 

Adding Calendar Items After you log in, on the right under 
the site wide folder, you II see all the individual calendars 
for the site. Click on the one you d like to edit! Up top you II 
see all the events already entered. Below are the same 
events, but laid out in a calendar. For a new item, click the 
NEW item in the 



IDwoodenSailBoat 



4Q 



Modified: 10/14/2010 9:04:27 AM 



As you see you can also have free standing docs and other file types, with as much description as you 
want. You can also view the history of that document, edit its properties, save copy and delete it here 
and in a folder as well. 

To upload a file, click the green arrow pointing to a box, to add HTML content (a webpage) click the 
piece of paper with the green plus sign. 



119 



f. 



v2 



FAVORITE LINKS 



Favori 



te Links 



Favorite Links 



E | Content 
Add Link | Add Folder 
| Remove 

r~i i cl Mv Jewish Learning 

|T] © V"" 160 



The next section is the FAVORITE LINKS section where the user can add links to pages and sites that they 
like or are most requested of them. Here because the user is logged in and looking at their own profile, 
you see the extra editing options. 
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COLLEAGUES 

Colleagues (5) 

Colleagues | Pending | Invited 
Update | Add Folder | Remove 



□ 
D 

D 



2 

P] 




f 



Joe Shmoe 



johncoburn 



Lauren Schechter 



Mark Yaschilc 



Next down the column is the colleagues section. By default this section shows all the already approved 
colleagues the user has, and if there are pending or invited colleagues the respective heading will be 
bolded and when the user clicks on it... 
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Colleagues 



Pending Colleagues (1) 



Colleagues | Pending | Invited 
Approve | Remove 



n 



i 



John Coburn 



2 



They will be brought to their pending requests. They check the box and then decide to either accept or 
decline that colleague. 
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COMMUNITY GROUPS 



Community Groups 




Cormnnunity Groups (4) 




All G 


roups | My Groups | Group Requests | Group 


Invitations (1) 






Leave Selected Groups 






t^ 


Torah Study Group( 


Founded: 




Restricted) 


9/28/2010 




^^^ 


Torah Study Group 
Tags: 


Members 6 




&* 


Jvillage BTV( 


Founded: 


B 


JA* 


Restricted) 


9/28/2010 


m^m 


Burlington jVillagers 


Members 3 






Tags: 






MM 


New Tech Group( 


Founded: 


B 


Hi 


Public) 


10/6/2010 


■Mini 


New Tech Group 


Members 6 






Tags: 






i^a 1 


Judo Group( 


Founded: 




Sft 


Restricted) 
Tags: 


10/13/2010 
Members 3 



Next on the column is their COMMNITY GROUPS. This, like the colleagues section shows their approved 
groups that they are already a member of. They also have the option from here, of leaving groups they 
are members of. Just like with colleagues, their pending invites are shown here, and they need to click 
through to accept or decline. 
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Judo Group 



Message Board 
GriM> ■■BBS 



I.JHJV 




Edilfivvv 


*<* Urfli*. Chrt'--. I.ill*rv 


S^Ml n phM tt.mi.UV V >* C**# 


!.*-.:) i rr.-MF MaUtgii In rhn ■5^iil» JtrilT 


, ■.■.-. ■■!.„■. 
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Here is a look inside a group of which this user is an admin. 
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Edit Group Notification Preferences 



You see we have the group title, the option to edit the group (basic settings like name and whether it's 
open or private). Like users, groups can have their own photo galleries that only group members can 
see. You can also send a message to all group members from here, as well as message the group admin. 
You can also change what you receive email notifications for, like new posts, new photos or members 
joining. 
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We also see that like the individual profile, each group has an area to share folders and files. 
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Add Comment 



On the right we also have the group message board where group members can post and reply to 
comments. Since this user is a group admin you see they have the APPROVE tab for all comments. 
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Finally we have the member section, where all members are listed. Again, because this user is an 
admin, you can see they are able to remove current members, and can approve new ones. That's it for 
groups, back to the main profile page! 
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COMMUNITY SEARCH 



Commu 




The last piece of the member profile is the COMMUNITY SEARCH. This is how your members would find 
the colleagues and groups they want to attach themselves to. They can type their query in to the box 
and hit search, or to browse everything, they can hit the directory button. 
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Under directory you see we have all users and groups listed. If a user is already colleagues with a 
member or a member of a group, it will say so in the right most column. Otherwise users can ask to 
become colleagues or members of open groups by clicking ADD AS COLLEAGUE or JOIN GROUP. 
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ADDING A USER 



Now you'll need an admin to actually add members and groups, so let's start by making a new member! 
Logging in as an admin, go to SETTINGS (on the same row as CONTENT in the upper right) and find the 
MEMBERSHIPS folder, and the USERS item 
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Here we see all our current community members. To add a new one, just click the green plus sign. 
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Here we see we just need to fill out some basic information about the user, including their desired 
username and password. You'll also need to switch over to the custom properties tab to set their time 
zone. When all their information is entered, hit the save button in the upper right. 
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ADDING A GROUP 

Under the TAGS folder, is an item called COMMUNITY GROUPS. When clicked, you'll see a list of all 
existing groups. 
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To add a new group, click the green plus sign at the top, and you'll see the screen below! 
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Here you name your group, pick your group admin, choose open or restricted membership, and then 
save. Your group will now be available in the member area on the site! 
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